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CLIENTTRACK USER MANUAL

Objectives

Thank you for using ClientTrack as your Homeless Management Information System (HMIS). HMIS is an
electronic data collection system that stores longitudinal client-level information about persons who access
a variety of services for homeless prevention and/or rapid re-housing services. HMIS is a valuable resource
from the participating homeless assistance and homeless prevention programs in a Continuum of Care
(CoC). Aggregate data can be used to understand the size, characteristics and needs of the population at the
local, state and national levels. HMIS enables information about client needs, goals and service outcomes.

The content in this user manual will provide information on all of the basic features of ClientTrack and
detailed guidance on your day to day data entry, as well as helpful case management tools to optimize your
services and time. We believe you will find this web-based case management system easy to use and
essential in sharing your impact.

In this manual you will find the following information:

e Contacts
o Staff List and Contact Information
o HMIS Help Desk Information
e Review Security Policies and Procedures
o Implied Consent Policy
o Computer Storage
o User Name and Password
e Overview of ClientTrack Features
o User Dashboard
o Case Management Tools
o Client Record
o Household Members
e Entering Client Information and Managing Program Enrollments
Intake Workflow
Services
Case Notes
Update/Annual Assessment
Exit Workflow
o Managing Providers

o O O O

e Basic Reports
o Service Summary
o Annual Performance Review (APR)
o CAPER
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Contacts

STAFF

Jill Robertson
HMIS/ClientTrack Manager
Indiana Housing and Community Development Authority

jirobertson@ihcda.in.gov
317.234.7572

Lori Wood
HMIS/ClientTrack Master Trainer
Indiana Housing and Community Development Authority

Ilwood1@ihcda.in.gov
317.234.6975

Lynn Morrow
Community Service HMIS Assistant
Indiana Housing and Community Development Authority

lymorrow@ihcda.in.gov

HMIS Help Desk
If you encounter any issues with ClientTrack at any time, please contact the help desk with the email
address below. Please do not send any identifying information for clients when emailing the help desk.
There is a unique client ID number assigned to each client record in the system and you can find this
number by hovering over the client name at the top of the client record. Please use the client ID number
e a— O
&% Wendy Thomas A

004"90-0001 1/1/1981
CLIENTID

167

when emailing the help desk if applicable.

HMIS Help Desk: HMISHelpDesk@ihcdaonline.com

Wendy Thomas's Information

CLIENTTRACK ACCESS

You can access HMIS with the following link:

HMIS BALANCE OF STATE CLIENTTRACK
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Security Policies & Procedures

Personal protected information (PPI) is considered any information that could lead to individual
identification. Agencies participating in HMIS should have procedures in place for the secure storage and
disposal of hardcopy and electronic data generated from ClientTrack or created for entry into ClientTrack.
PPI should be stored in locked drawers/file cabinets and hardcopy data should be shredded before
disposal. Electronic PPIincluding data contained on disks, CD’s, jump drives, computer hard drives and/or
other media should be reformatted before disposal.

PRIVACY AND CLIENT INFORMATION RESTRICTIONS

The Notice of Privacy Practices including the purpose for data collection should be posted in a public area
and in an office where an intake professional meets with clients. The full privacy policy notice should be
posted on the web sites of agencies, as well as made available to clients who request it. The document is
called “Intake Posting” and “Agency Websites” and can be downloaded from the IHCDA website at

http://www.in.gov/myihcda/2444.htm.

A signed client consent form is no longer required. A client who presents to your agency for services and
provides information is giving implied consent to enter and share certain data in ClientTrack. Data
collection and data sharing are topics that should be discussed with the client at the time of intake. Some
program enrollments (and information related to those enrollments) are restricted and only the enrolling
organization (HOPWA, PATH) will have access to those records. No person is to be refused services
regardless of their participation in ClientTrack. You can find Indiana’s Balance of State (BOS)
security plan on the partner website, as well as other helpful forms and resources:

http://www.in.gov/myihcda/hmis.htm.

CLIENTTRACK COMPUTERS

All computers used to access ClientTrack should be situated in secure locations. ClientTrack computers in
publicly accessible areas should be staffed at all times and not viewable by other individuals. All computers
should be password protected, and the password you use to log onto your computer should NOT be the
same password as your ClientTrack password, but rather a password to prevent access to the computer
itself.

ClientTrack usernames and passwords should NOT be shared with other users. Users should not
keep username/password information in a public location (i.e., sticky notes on monitors or filed under
HMIS or Password in a Rolodex). ClientTrack security policies require the use of strict passwords.
Passwords must have:

oAt least one number e Atleast one non-letter, non-numeric character

eBetween 8 and 12 characters e Atleast one capital letter
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New passwords will be required upon first login. Accounts are automatically deactivated after 30 days
of inactivity for security purposes. You will be required to change your password every 90 days for
security purposes. If you need assistance with your username and password contact the Help Desk by

emailing HMISHelpDesk@ihcdaonline.com and someone will assist you.

LOGGING INTO THE SYSTEM

ClientTrack is a web-based application and you will need to use an internet browser to access it.
ClientTrack works with Microsoft Internet Explorer, Google Chrome, Mobile Safari and Mozilla’s Firefox.

Open your web browser and go to https://ihcdaonline.com/IndianaUW/. Enter your assigned User Name
and Password and click “Sign In.” Remember, sharing your user name and password is not permitted.

Passwords are case sensitive and pop-up blockers must be turned off to access the application. You
may need to change your settings to allow for pop-ups from this site.

Help

What's New

L
)/ ) —
™ ChentTrack proud of the APHSA IT Solutions
A ClientTrack e T 0™ it
Philadelphia. [..]
T N

Trina Wilard, Principal and Founder of the Knowledge Advisory
govemment, nonproft, and business

Sign In to ClientTrack
User Name a.gale
Pawswiord: freses

3 '
organizations on the ]
3 Signin

Y
772712015

ChlouTrack e o o g T Corarnky Aoton Pt
Annual Convention: August 25 10 28 at the San Francisco Marriott

it ww clhenttrack com for more information
rm'o"\: 19832015 CsontTrack, Inc. - All Rights Resarved

Your organization may participate in one of two or both workgroups called “2014 IHCDA HMIS: HMIS
Programs” or “2014 IHCDA HMIS: Street Outreach.” Be sure to select the appropriate workgroup when

logging in as it makes a difference for which programs you can manage. Also make sure your organization
and location is selected appropriately. Click on “Use These Settings” to continue. You will be required to
“Accept” the Terms of Agreement when you log into the system for the first time.

Help

What's New

)
A ClientTrack~

W2s2015
Workgroup ChentTrack is 8 proud sponsor of the APHSA IT Solutions

TR T AR Management Conference, August 30 - September 2 in the
[2014HCDA HMIS: HMIS Program » Phiadephia[.]

Wtbm Pve« a Techr Headache
Organization I
Tine W
[My Fake Organization . o wm. "...‘ i pgfieodti b eiocotd
< mxm;m'ﬁtl l
Location

| My Fake Organization B 712772015
mmm is prowd to sponsor The Community Action Partnership
nual Conventon:

l ; August 25 to 28 at the San Francisco Marriott
3 Use these settings. 7
Open ClientTrack using 9

‘soce clientizack.com for more information.
cowvw: 9932015 ClentTrack, Inc. - All Rights Resecved.
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Overview of ClientTrack Features

USER DASHBOARD

You will be directed to your User Dashboard on the “Home” screen and notified of any important “HMIS
News” items [HCDA wants to communicate (i.e. upcoming trainings, changes etc.) - this is the first screen

you come to after logging in.

Home JiclientTrack- |+ | BN B
A User Dashboard Autumn Gale
I, Home
¥ Fe Click to switch the active workspace

w Recent Case Notes
_k‘_ MNotifications Report

following this Ink: e/ gey/mybsda/ddd4. i

rewised forme postad hers ton

ant HAIS docu
athar will be

HMIS News
IENTTRA HMIS Fall Trainings
from your administrator, Jil Robartson
/& Recent Welcome to Training!!!!
{3 Time Trecking HMIS Information
e from your administrator, Michelle Millken
_ b any cutsions o the HMS e at HA81s 0k hcdaolins cor. e e Chen 1 mumbaswhn i s clnts. Pias doNOT end e fllnmeof the cant, 50 and el b o clers  th sma e

R Ao Gale (Training) | Help | Sign Out

#  Quick Services - Multiple
- Clients

d Indirect Servioes Clint Name

My Gase Assignments

Bogin Gate End Date

Autumn Gale's Paused Workflows

Workflow Deseription tarted Accensed

a My User Canfiguration >
G Paused Operations
‘ Setup Documents Types

7] surveys

Current Program Enrollments

Cones| Clients
8 12
1 1
7 n
3 3
° 10
1 13

You can access all three screens, “Home,” “Clients” and “Providers,” which provide you different features
for managing your cases by clicking on the link with white arrows beside the ClientTrack logo outlined with

the red box above. After clicking on that icon, you will see the three boxes appear labeled, “Home,”
“Clients” and “Providers” and you can toggle between them by clicking on the appropriate box to take you

to that section of ClientTrack as seen below.

HowE

Autumn Gale
My Fake Organization
2014 IHCDA HMIS: HMIS Programs
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Home 1

@ User Dashboard

GLOBAL ADMINISTRATION
REPORTS
MY CLIENTTRACK

Sm—
A Recent

@ Time Tracking

i Active Cases

& Recent Case Notes

Notifications Report

é Quick Services - Multiple
Clients

é Indirect Services

If you have access to more than one workgroup, you can use the link with your
name in the upper right-hand corner of the screen (outlined with the red box on
page 5) to toggle between the workgroups without logging out. The “Sign Out”
link is in this same location as well. Please be sure to “Sign Out” any time you
need to leave the database to ensure security of client data.

On the “Home” screen there is also a list of Menu Items that give you easy access
to your current case assignments, case notes and more under “My ClientTrack.”
You can also change your password with the “Change My Password” link by
clicking on “My User Configuration” in the list of Menu Items. All of these tools
are designed to maximize your time and grant you easy access to your client
records.

You will also find the “Reports” section on the “Home” screen. To run a variety of
reports, which will be detailed later in this manual, click on “Reports” found

& My User Configuration 3 above “My ClientTrack” in the upper left-hand corner of the screen to access
@ Paused Operations reports.
j Setup Documents Types
S
CASE MANAGEMENT TOOLS o F ST 1
On the “Clients” screen you will find the most recent client record g%ﬁnd lent Z:: :”

Intake ;

you were on as well as a list of Case Management Tools on the

left-hand side of the client record. The following information 3% VERAEEIET [ pocument ceck
outlines features and tools found on the client record, and to < Cler asrionr g:;m“d:h'
access these features, hover on the link in the case management 28, Fomiy Members ECMQ
section and a list of tools will appear as seen in the red box: | Assessments A Notcations
© enroliments [E=) Alas History e
e Find Client - To search for a client in the system by first (2 senvices [E=) Address History
and last name, date of birth, social security number, client % sz'ms _@ me”“ Feport
ID number, etc. O wyrake orgsnaston feecin)

e Intake - To enroll a client in your program.
e Case Management Tools: (Frequently Used)
o Client Dashboard - The overview of the client
record as seen on the next page.
o Edit Client - To edit basic client information like
address, date of birth, social security number,

Identity Station

211 Paused Workflows
Jane's Case Manager Assigfjments

Training 02

)

Jane's Services

Date
04/30/2015
04/01/2015
03/25/2015

disabling condition, veteran status, etc. There are

more helpful tools under “Edit Client” that are available for you to use depending on your

agency’s needs and requirements.

o Family Members - To review household members.
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o Assessments - To review assessments and please note that all required assessments for
your program are captured in the Intake Workflow. This is where you can access the Self-
Sufficiency Matrix.

Enrollments - To view the list of current and past enrollments the client has accessed.
Services - To add, edit and view the list of services the client has received.

Referrals - To add and manage referrals provided to a client.

o O O O

Case Notes - To create, edit and view case notes.

o Paused Workflows - To resume a workflow you previously paused.

e Basic Client Information and Client ID Number - Located at the top of the client record and
includes the client’s name, gender, date of birth, etc. The client ID number can be found by
hovering over the client name at the very top of the client record (Client ID Number is required
when communicating electronically about a client record, i.e., requesting assistance from the help
desk).

CLIENT RECORD

The client record is broken up into sections with case management tools to help you easily find client
information and manage program enrollments, services, case notes, and more.

1. At the very top of the client record, you will see the client’s basic information and demographics as
shown below. You can find the client ID number, which is automatically assigned to the record when
created.

.(CIientTrack'” m Search :' M\ Autumn Gale (Training) | Help | Sign out
Jane Doe g
123-456789  1/1/1991

& | Jane Doe's Dashboard

1. Basic Client Information and Demographics

Jane Doe's Information -

Name: Birth Date Age

Doe, Jane 1/1/1991 24

Gender: Disabling Veteran:

q Femnale Condition:  yeg No
EtNICY: | jepanic/Latino face
ﬁ 2. Enrollment Information ?
ane's Enroliments -

1 result found.

Enrollment Case
Description Members
v Previous

r n My Fake Organization —(Coc R10) 2 03/25/2015 04/01/2015 y izati 04/01/2015 104 121

Jane's Case Manager Assignments l 3. Case Manager Assignments

Last Assessment

o] Enroll ID Exit ID

Enroll Date Exit Date Organization

1 result found.

Case Manager Begin Date Status End Date Enroliment
Training 02 03/25/2015 Inactive 04/01/2015 My Fake Organization - (CoC-R10)

4. Services

Date Service Units| 3 Total O

04/30/2015 Case Management 1.00 50.00 My Fake Organization
04/01/2015 Case Management 1.00 50.00 |y Fake Organization
03/25/2015 $0.00 |y Fake Organization

3resuits found.

Case Management
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2. In the center of the client record, you will see all of the client’s past and present program enrollments

as seen below.

Jane's Enrollments

Enroliment
Description

v Previous

My Fake Organization - (CoC-R10)

Case
Members

2

1 resuit found

Enroll Date Exit Date

03/25/2015 04/01/2015

Organization

Last Assessment
Completed

My Fake Organization 04/01/2015

Enroll ID EXitID

104 121

("] Edit Enrollment Workflow
/" Edit Enrollment
| J# Re Enter the Enrollment

1 result found.

Enrollment

Begin Date status End Date
&, Add Family Member [ 03/25/2015 Inactive 04/01/2015
6 View Case Members

My Fake Organization - (CoC-R10)

Y| (7] Review Entry Assessments

(1] Review Exit Assessments 3resuits found,

$ Total|organization
$0.00 My Fake Organization
$0.00 |My Fake Organization

£5 Update/Annual Assessment senice Units

ﬁ Exit the Enrollment

Case Management 1.00

Case Management 1.00

There is a blue play button or action wheel you can click on to easily manage your program enrollment.
When you click on the blue play button, a drop down list will appear where you can:

¢ Edit Enrollment - Edit the enrollment date with this feature.

¢ Re-enter the Enrollment - Use this feature to re-enroll a client who was prematurely
discharged or his/her enrollment status changed to continue services.

¢ Add Family Member - Use this feature if a new household member needs to be added to the
household and enrolled after an enrollment has already been established, i.e., a new baby is
born and needs to be enrolled with Mom. Make sure you’re on the head of household’s client
record when adding a family member to the enrollment.

e View Case Members - View all case members associated with the specific program
enrollment.

¢ Review Entry/Exit Assessments - You can review the assessments completed at entry and
exit with this feature without going through the workflow. This is helpful in completing missing
data that was not captured at those points in time.

e Update/Annual Assessment - Use the Update/Annual Assessment to conduct annual
assessments or capture changes to a client’s status since enrollment.

e Exit the Enrollment - To exit a client, select “Exit the Enrollment” and you will be prompted
through the exit workflow for the client and all household members if applicable. If you need to
only exit one household member, go to the specific household member’s client record and
conduct the exit workflow without exiting the household.

3. Case Manager Assignments are located below the enrollments section of the client record. You can
manage case assignments here by clicking on the “Jane’s Case Manager Assignments” as outlined on
page 9 or clicking on the little notepad beside the case manager’s name. Clicking on the recycle bin beside

a case manager’s name will delete the case manager from the client record.
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By clicking on the case manager assignments link, you will be taken to a screen where you can edit the

status of a case manager for a specific program enrollment or add new case managers to the client record.

il

)A’CllentTrack" | [ B AR Autumn Gale (Training)  Welp  Sign Out
@, Find Client Jane Doe A
_q-jll.k 111991

2 intake

Clients

123456789

The client's history of assigned case managers displays below. To view or edit a case manager assignment, click the Edit next to the record. To add a new case manager assignment, click the Add Case Assignment. To print a ist of the client’s history of
, click

> e Add Case Assignment | Ju/ Case Managers Report
Vrenitfound
Case Manager + Begi Date v status End Date Envoliment
2] [Trainng 02 | lossnos Inactive ouo1/2ms My Fake Organization - (CoC-R10)
>

4. Services associated with a specific program enrollment will be listed at the bottom of the client record.
You can manage your client services by clicking on “Services” in the list of case management tools on the
left-hand side of the client record or by clicking “Jane’s Services” above the list of services on the client

record. Documenting services is discussed in detail starting on page 31 of this manual.

Clients X )rcllentTrack“ ‘ % ‘m.‘ieumh B A Auturn Gole (Training) | Help | Sign Out
@, e
‘F‘ e = tljzadllthI;)Qe 1111991 a
£ intake
L IO L=l
CASE MAMAGEMENT The client's service history displays below. To record a service, click Add New. To record multiple services, click Quick Services. To edit or view an existing service, click Edit next 10 the record.
w Client Dashboard
./ Ednclem > e AddNew (5 Quick Sarvicen
2, Famiy Members > Sremt found.
S SiooD o 5 S R
Enrollments 04/01/20185 Cane Management 100 $0.00 My Fake Organization
03/25/2015 Case Managament 100 60,00 My Fake Organization
Referrals
] case Notes
2.1 Poused Workflows
HOUSEHOLD MEMBERS
Clients X )iClientTrack- You can view household members
@‘ Find Client & Doe, Jane - 1991 and their client records by clicking on
| Quick Add Family Member - - -
Feles - the multi-colored family icon at the
Jane Doe John Doe 3 .
CASE MANAGEMENT a g2 el > & hgeld  FosterChid ? top of the client record beside the
NEME pog, Jane : : :
client name. A window will appear
Gender:
A Female with all of the current household
Family Members

members. You can click on the names
of the household members in the window to go directly to his/her client record. You can also use the
“Quick Add Family Member” link in this window to add new household members. Please note that you
will be able to add household members during an Intake workflow as well. You may also add a family
member to an existing enrollment with the “Add Family Member” feature (described on page 8) listed
when you click on the blue play button beside your program enrollment.
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NOTIFICATIONS

ClientTrack features a “Notifications” tool on the client record that allows you to set up alerts specific to
the client, like reoccurring appointments, required documentation, client deadlines, etc. The Notifications
tool is located beside the client’s name at the top of the client record. To add a new notification, click on the
bell and a new window will appear below it. Select “Add New” to add a new notification. A new window
will open where you can set up the new notification as seen below.

N - [ E— -
e
119

pation

).{ChemTrack" ! m_“"""’“"‘m"’ B
Jane D ry
ane Doe .mq._ﬁ_

123456789

Notifications

View Notifications

Upcoming

1

Notifications

View Notifications

Upcoming

Jane Doe's Information

No notifications
Enter the appropriate information

below for the notification / alert
on will detarmin how e

Add Notification  Open Calendar

Female

<

Ethmicty: s

Message:* Weekly Meeting With Client

Jane's Enroliments Notification Type:* Violence
No Contact tion
* Information
Enoliment Case o c [ganczation - (coc-R10) Priority:* | High v } Organization
Description Members  EMollOate I
— Loer Assignments Begin Date:  09/03/2015 TH08:00 5
Q My Fake Organization - (CoC-R10) 2 03/25/2015 B EndDate:  10/01/2015 50500 [
tatus:* |New/Pending *
Jane's Case Manager Assignments i Mg et ing E e
Training 02 | Alert Setup - Use the fiekds below to determine when to show the notification. If you check y o
Show Reminder, the alert will open a popup window the specified length of time before the [E—
Case Manager Bogin Date Status i
2] Training 02 0372572015 Inactive Alert(s) @
e Time: 09/03/2015 75 08:00 4, 1o 08:30 4 Duration: 30 minutes > L
AR P ko
. Save Cancel
coraons Bse X
03r282m8 Case Management 100

After setting up the notification, you can review your notifications and calendar by clicking on the bell and
selecting “View Notifications” as seen below.

Clients T icentrack- PR BB A oot aens o o
@, Find Client Jane Doe A
123-45-6789 11199

217 intake

LB =1

Notifications  Upcoming

Alert icon to the left of

ftbutton. To edit a notfication. click

The current natifications recorded for the

View Notifications

No notifications
——

Add Notification ~ Open Calendar

> “f* Add New Notification / Alert
> Only show current Notifications: ¥
Staws: ¥ New/Pending v
>  Acknowledged
Complete
Canceled
> 2results found.
Message & Priority & :‘:;:"“‘"’" Begin Date = End Date «
%)  Appttoday Hgh Information 09/04/2015 9:30AM 09/04/2018 1200PM
/8 Intake with Client Medium
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Entering Client Information and Managing Program
Enrollments

FINDING A CLIENT IN THE SYSTEM

Before entering a client into the system as a new client, you should always conduct a search for the client to
see if there is an existing client record in the system. To search for a client, go to the “Clients” screen as
seen below and click on “Find Client” in the upper left-hand corner of the screen as also outlined in red

below.

CLIENTS

HOME
Autumn Gale Wendy Thomas
My Fake Organization 000-00-0001

2014 IHCDA HMIS: HMIS Programs 1/1/1981

TR - [ E— PE—————

Jane Doe a
123-45-6789 1111991

Use the section criteria below to find your client. To narraw the search, fill in more than ane criteria. Secial Security Number and Birth Date are

the best fields ta narrow your search.

0‘ Client Dashboard
FirstName:  jan

/ Edit client >
Last Name: doe

& _— - v Middle Name:

}Auﬂauﬂmﬂ > Full Name (Last, First)
° Enrollments Social Security Number.
é seiess ) Client 1D:
2, Refemals —
[] case Notes -
| 437 Paused Workflows

Birth Date.

g

It is imperative you do not enter a duplicate client record into the system in order to ensure the
accuracy and overall quality of the data. To speed the search process and reduce the chance for input
error, input as few characters as possible in the criteria fields. You may search for a client by entering the
following:

e Letters of the client first/last name (use as few letters as possible of the first and last name to

conduct a thorough search)

e Social Security Number

e Birth Date

e (lient ID Number
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It is important to try different options for your search. Again, it is best to ONLY enter the first few letters
of the first/last name and not rely solely on a social security number or birth date, as those
elements have a higher rate of missing or inaccurate data. Another option for searching is to search
different spellings of the client’s name and remember to search for nicknames such as “Joe” in addition to
“Joseph” or “Jen” in addition to “Jennifer.”

If the client is already in the system, highlight the client name in the search results and click on the Client
Name to select that record. The selected client’s information will be displayed at the top of the screen and
all information entered from this point forward while on the client’s dashboard will be associated with the
currently selected client.

IHCDA works to eliminate duplicate clients in ClientTrack. Please contact the HMIS Help Desk
at HMISHelpdesk@ihcdaonline.com with clients who have multiple records in the system. When
sending a notification of duplicates or any information regarding clients to the Help Desk, please ONLY
send Client ID numbers. Client ID numbers are found by hovering on a client name at the top of the
client’s dashboard as outlined on page 2 of this manual.

Clients .. . . [ a1 ey B A Auturmn Osle (Training)  Help  Sign Out
= —1 f@A Client Photo

@, Find Client -

- 7 client Files
L1, Intake

CASE MANAGEMENT /] Document Check o ~

Release g nf d y number have assoclated data qualty flelds. Data qualty fields d to Indicate the reason full llected. Name and social security number data qualty fields
client doesn't know or refuses to pr 1 th i# collected records that full data quality was met
rested Others
F . x
3L, Fomily Members ni| Case Managers irst Nome:* |TETEY)
Last Name:* Thomas

| ‘Au-uvum A Notifications AR Nnsa
o Enroliments Bz Alias History Suffix:
i: Py @& Address History Name Quality:* |Full name reported v|®

g Soclal Security Number: 000 - 00 - 0001 %

6 Referrala Ju, Demographics Report
u Case Notes

= Birth Date:*  01/01/1981 (%
"\5{1 Paused Workflows Client Age: 34

Date of Birth Quality:* ® Full DOB Reported
© Approximate or Partial DOB Reported
) Client doesn't know
© Client refused
) Data not collected
Ethnicity:* |Non-Hispanic/Latino v|%
Race:*  American Indian or Alaska Native L
Aslan
Black or African American
Native Hawalian or Other Pacific Islander
White

Client doesn’t know
1

Gender:* [Female v ﬂ)

Pregnancy Status:  |Yes vl 1
Pregnancy Due Date:* 11/22/2015 (1% ,

Disabling Condition: * |Yes v‘.
\atacan Status:s [Yes i3

.

After selecting the client in the search list and going to the client’s dashboard, if the client’s basic information

has changed, click on the “Edit Client” case management tool found on the left-hand side of the screen
outlined in red above to make any necessary changes to the client demographic information (i.e., birth date,
ethnicity, name change, etc). **Please note that the “Save” button will save the changes made to the
screen and leave you on the same page. The “Save & Close” button will save the changes you have
made to the screen and move you to the next one.
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ADDING A NEW CLIENT WITH PROGRAM ENROLLMENT

ClientTrack utilizes a specific workflow to step you through the process of completing all required
assessments at entry and discharge. The workflow is easy to use and it automatically prompts you for the
necessary information.

After conducting a search for the client in the system to ensure an existing client record does not already
exist, you can add a new client record by selecting “Intake” in the upper left-hand corner of the screen
found under “Find Client.” Then choose “Add New Client” when prompted as seen below.

Glients LN . [ ESTR— - ) PSS —
@, Find client Jane Doe
123-45-6789 1141991
2 iake
Intake e Add or Edit
CASE MANAGEMENT [ Do you want to add & new client or use the selected client?
(@i Client Dashboard & Add or Edit
affeAdd a new client
7 Edtcien 3| () Basic client
Information ’
/Use the current client
&me > { Family Members
j Assessments > | Program Enrollment @, setect another client
o Enrollments () Self Sufficiency
| Matrix
Services
& > O AMI
S
[[] cseHotes

Enter your client’s first and last name and click “Next.” If a duplicate client already exists and was not
identified during the client lookup, a warning in red letters will be displayed. It is very important to review
the displayed list. If the client is already in the system, click the client’s name to select the existing client
record. If the client you are entering is a new client, do not select a client in the displayed list, click “Next”
to proed with the intake process.

Clients *[ XclientTrack- P —————
@, Find Cllent Wendy Thomas
== 000-00-0001
i
(iitake - Client Information
CASE MANAGEMENT nox - =
‘Search Existing Chents. Basic Chent Information
“.. Client Dashboard Basic Client
Information SEARCH EXISTING CLIENTS @
/ Eye A Family Members The first step in addiny chent is h existing records for possible matches to avoid duplicate entry. Enter partial identifying information on the client. and then click Next to search from existing client records
*  If the system finds no potential matches. you will be taken directly to Step 2
Family Members. > Program Enrollment »  If the system finds potential matches. the search results will display below  If an accurate match appears. select and open that existing client record by clicking on that row
\ * I there are click Next again Step 2 In adding a new client record.
3 Assessments > Self Sufficiency
l Matrix First Name:  Wendy
K3 bt - Lokt s
& Services > Socal Security Number: 000 - 00 - 0001
& Referals Birth Date: [01/01/1981] 3
ﬁ Case Notes
| 211 Paused Workflows.
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Add the client’s basic information including date of birth, social security number, demographics, disabling

condition, Veteran status and address. Click “Finish” when the client’s basic information is complete.
Please note that all of the data elements are self-declared by the client and not attributed by the
case manager or data entry personnel. The option “Data Not Collected” indicates that the question
was not asked of the client and will report as missing on reports. Please do not make up

information or answer for the client.

=% Client Information

Intake
CASE MANAGEMENT nox

Clients | Nclentrack =& P —
@, Find Cliemt Wendy Thomas
000-00-0001 1711981
E Intake

[
Search Existing Clients
@ Basic Client

w‘ Client Dashboard
Information

7 it Client
m Family Members
| Assessments

First Name:*
Family Members irst Name:

Last Name:*
Middle Name:

s |

Program Enrollment

Self Sufficiency

‘ Matrix Suffix

Name Quality:*
Soclal Security Number:

°Enml-neru
(%, services
&M-nll

] case Notes
217, Paused Workflows

AMI

Basic Client Demographics
Birth Date.

Client Age:
Date of Birth Quality:

Ethnicity: *
Race:*

Basic Client Infoemation

Wendy
Thomas

Full name reported
000 <00 0001 ¥

01/01/1981 (1%

34

® Full DOB Reported
Approximate or Partial DOB Reported
Client doesn't know
Client refused
Data not collected

Non-Hispanic/Latino * @

American Indian or Alaska Native

Black or African American
Mative Hawaiian or Other Pacific Islander

+ White
Client doesn't know
Gender* |Female (i .
Pregnancy Status: | Yes

Pregnancy Due Date:* 11/22/2015 me
Disabling Condition:* [No re

Veteran Status:* | Yes v|®

# Pravious m

Definitions of Basic Client Information Requirements

e First Name - Legal first name (do not add nicknames in “quotes” because those are not searchable
elements).

Last Name - Legal last name.

Social Security Number (SSN) - If the client doesn’t know or refuses to provide their SSN, DO
NOT under any circumstance enter a fake social security number such as 123-45-6789 or
999-99-9999. Select the data quality option that best reflects the client’s response.

Birth Date - Month, day and year the client was born. Again, do not make up a birth date. Choose
the appropriate data quality option that best reflects the client’s response.

Ethnicity - Hispanic/Latino origin includes individuals of Cuban, Mexican, Puerto Rican, South or
Central American origin.

Race - A person can identify with multiple races and this is a multi-select box that allows for
multiple races to be checked at once. Click on all that apply.

Gender - Select the gender with which the client identifies. If the client reports “Female,” you will
be prompted for the client’s “Pregnancy Status” and “Due Date” if applicable.
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Definitions of Basic Client Information Requirements Continued

e Disabling Condition - Select the appropriate response as reported by the client. Please note that
if the client reports at least one barrier on the Barriers Assessment, then the disabling condition
status should be “Yes.” You can update the disabling condition by clicking on the “Edit Client” link.

e Veteran Status - Select the appropriate response as reported by the client. If you select “Yes” for
Veteran Status here, you will be prompted in the workflow to complete the Veterans Assessment.

e Family - Do NOT enter anything in the “Family” field. ClientTrack will create a household/family
account.

o Relationship to Head of Household - When entering the first client in the household, the system
will default to “Self.” It is imperative this information is entered correctly for ALL household
members. Otherwise, your reports will not accurately reflect the clients and household make-up.

e Address - Add the address where the client currently resides (emergency shelter, etc.). If the
client enters emergency shelter, you should use their previous address.

Adding Household Members

Next you will be prompted to add additional household members to include for the program enrollment or
services. To add household members, click on the empty box and complete the row of information (name,
birth date, etc.) for the new household member(s). You can tab through the fields to complete the required
information and add any number of household members at this time by repeating these steps.

Clients *[ JictientTrack- [ 3 A o s | e | sen
@, Find client Wendy Thomas
000-00-0001 111981
2] intake
Family
Intake 8 o
CASE MANAGEMENT nox he sl Yau may search for existing clients 1o add 1o this family or add new chents to the database and assaciate them with this family.
Client Dashboard Basic Client It's important to note that family members are the people who the client is related to. Family isn't always the a client's household. According to HUD “[a] hous: individual or  group of persons who
apply together to a continuum project for assistance and wha live together in one dwelling unit {or, for ho iho would live together in * (Data Manusl)
Infarmation
Edit Client > This workflaw will allow you ta envall all amily members or select which Fanly members you want to enroll.
Family Members
& Family Members. 2| & Program Enroliment
] Assessments > Self Sufficiency + 2 remults found.
Matrix
o Enrollments. First Middle Last N . Other Gender, N Birth Date
AMI Name & Name 4 |Name s Name Quality” & [Qender B & please specify « [Birth Date” & A9 Guality” -
ig senvices > o wendy | Thomas Full name reported * | Female v 0170171981 =1 84 Full DOB Reported
& Rt ¢ Dave Thomas Full name reported * | Male . 02/02/2011 T 4 Full DOB Reported
‘A |~ SELECT - v |- SELECT - . T ma - SELECT -
L] case Notes
| 417 Paused Workflows
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Use the section criteria below to find your chent. To nar
Number 2 Birth Date are the best frelds 1o narrow your search

FustNome: [EE
Last Name: Thomas
Middle Name:
Full Name (Last, First).
Social Security Number
Birth Date:

Client 1D

Program Enrollment

Programs vary in their data requirements and ClientTrack will

The system will automatically conduct a
search for the new household member after
you enter the first and last name. If the new
household member is already in the system,
click on the appropriate name in the search
list that appears in the new window to
attach the existing client record to the
household. If the household member is a
new client, click on “Cancel” in the search
window and proceed entering the new
household’s information in the required
data fields. Click “Save & Close” when
finished adding household members.

prompt you through the workflow to collect

all of the required HUD data elements for your specific program. Please note that all fields with an asterisk

* are required data fields and you will not be able to proceed in the workflow until all of the required

information is completed.

Select your “Program” with the drop down box and then select which household members to enroll by

clicking on the box beside the client name. If a check mark appears by a client name on the program

enrollment screen (as seen below), the client will be enrolled in your program. You can de-select a client by

-

Clients

Jctentraci- [ B3

@, Find Clent Wendy Thomas
%‘E'W ﬁﬂﬂﬂ—ﬂﬂ—ﬂ!m 111981 a
=

CASE MANAGEMEN

=! HUD Program E

Intake €

) sutumn Gale (Training) | Help | Sign ut

[ Salect the Program you are enrolling the client into. ClientTrack will display a list of chents in the client's family. Please salect all the clients you are anrolling.

il Client Dashboard Basic Client
Information
7 Ednciem
m Family Members
| Assessments

My Fake Orgar

Program:*

v

Family Members

Household - Excerpt from the HMIS Data Standards Manual *A h SRS
& Program are not housed, whe together in one dwelling uni i they

Project
Entry Date &
09/01/2015 LJ

foo/o1/201 i

v

W

Self Sufficiency
Matrix

O enroliments
(3 oins >
&, Reterrals

DC!I!NGEI

AMI

%Er’mwm

izatios

r assistance and who live together in one dwelling unit or, for

Relationship to

Caze Managsr # & Head of Household® .

Autumn Gale
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clicking on the check mark beside his/her name again to remove the check mark and ensure the client is

not enrolled.

Remember to change the Enrollment Date if you are back dating the information. To ensure
accurate data quality, enter all client data in a timely manner.

If you do not find your program option when enrolling a client, cancel the workflow by clicking
the black “X” in the workflow screen found in the upper left-hand corner and please notify IHCDA

immediately at HMISHelpDesk@ihcdaonline.com. Program information must be set up in the system
before you can begin to enroll clients.

HMIS Universal Data Assessment

Complete all the required data fields indicated by an asterisk * and click “Save” to continue.

Clients X )rcheanrack" . m:;mm.h :l ML nutumn Gale (Training)  Help | Sign Out
@, Find client Wendy Thomas Q
= 000-00-0001 11116987
2 imake
Intake b CE =0
CASE MANAGEMENT W x| Completethe related o the ind other relevant information
@i Client Dashboard IB:"= Cllant
CT ALZIEED | Dofaul Clients Last Assassmant &
/ e 2| & Family Members
m Family Members - [ e———— Assessment Dote:* |09/19/2016 [
t A 34
i A > T Age at Assesamen
P Assessment Type:* [Entry v,
© enroliments T bt Assessor:* | Autumn Gale
Dave Thomas « Pragram:* My Fake Organization (ESGS - R10 v
servees 2
Self Sufficlency Housing Status: [Category 1 - Homeless. v
& Referrals Matrix
iy Client Location - Select or entar the CoC code assigned to the geographic araa whare the head of household s staying at the time of projsct entry. Client location will be dafaufted to the program's CaC within a workflow.
Case Notes AMI
U Client Location:* [IN-502 - Indiana Balance of State /|
’;SE Paused Workflows
Prior Rasidence - Identify the typa of residence and length of stay at that residence just prios 1o (1.e. the night before) program admission.
Residence Prior to Program Entry:* [Place nat meant for habitation (.., a vehicle, an abandoned building, bus/train/subway station/airport or anywhere outside) |
L
Length Of Stay: *[More than one week, but less than one month |
Time on Streets, Emergency Shelter, or Safe Haven - Data in this section are used, condition, o not a client homeless. help icon to from
the HMIS Data Manual for sach of these flelds
Client entering from the streats, ES, or SH:* [Yes L
Approximate date started:* |08/31/2015 (9%
Regardiess of where they stayed last night ~ Number of times the *
client has been on the streets, in ES, or SH in the past three years | Three times v
including today:
Total number of months homeless on the street, in ES, or SH in the* |2—lZmunlhu ™ L
past three years :
Number of months (2-12):* |10 .
Please ot the client i insurance. If 80, you will be able 10 record health insurance sources for the client.
Health Insurance: * v-; [~
If a chient had an i it Please enter an end date and update the status appropriately.
N Y I}
O Type* = s Pimary = Status® = Reason No @ = ‘Start Date = End Date =
YR [Medicaic ~| ® o09/07/2015 3 3
u] - SELECT - > . - SELECT- v =] =]
e

Definitions of Universal Data Requirements

today’s date).

Assessment Date - Date the assessment was completed with the client (field will auto-fill with

In Permanent Housing - Select “Yes” or “No” if the client is in permanent housing. This question

is only asked for CoC, ESG, and SSVF Rapid Re-Housing clients.
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Definitions of Universal Data Requirements Continued

e Housing Status - Choose the appropriate category for the housing status of the household. This is
based on the household’s housing condition just prior to project entry. More extensive definitions
can be found by clicking on the blue information circle located in the upper right-hand of the
screen beside the printer icon.

* Residence Prior to Program Entry - Identify where the client was staying on the night before
the client is enrolled in your program.

¢ Length of Stay - Identify the length of stay for the residence prior to program entry.

¢ Time on Streets, Emergency Shelter, or Safe Haven - Data in this section are used along with
disabling condition to determine whether or not a client is chronically homeless. HUD strongly
encourages HMIS users to just ask the client for the information and record the client’s answer.
Attempting to tie each individual response with definitions or documentation requirement is not the
attempt of this question.

¢ Health Insurance Assessment - Complete the required information pertaining to the client’s
insurance status. If a client’s health insurance status has changed, change the status of the type of

insurance to “No” and then add an end date. Then you can change the Health Insurance status to
“No” and click “Save” to continue.

Veteran Assessment

The Veteran Assessment will only be included in the workflow if you select “Yes” for the “Veteran Status”
on the basic information screen of the client (as seen on page 14). If the Veteran Status is “No,” then the
Veteran Assessment will not be collected in your program enrollment. Please be sure to review the Veteran
Status with the client and select the appropriate response on the “Basic Client Information” screen of the
intake workflow or “Edit Client” screen on the client record.

Clients *T Ycienttrack- |1 B a P —
@, Find Cliont ga Wendy Thomas a
000-00-0001 11nee
2, intake
Intake
CASE MANAGEMENT "ox about the veteran's service
[ Ctient Dushivoard Basic Client
Infarmation
Assessment Active
/ Edit Client > & Family Members
m Family Members. 2 & Program Envoliment
Assessment Date:*  09/19/2015 T3
1 Assessments 2| © wendyThomas
= ranchand Discharge Satus - Flase sebct e branh and ischarge statu, Th HIIS Data Manual powdes th folwing naicion o vetsrans serving I mor han o branch’For velrans o served oy
o Enraliments Assesament - than one brai m;’ﬂ' rilitary, seleot the branch in which the vetetan spent the mast time, in the event that a olient's discharge sl d 1o reflect the change.
& Se > | Veteran Details y ) S
[o—— Branch of the Military:* [Army ]
& Referrals | Neods Discharge Status: * [Honorable v
D Case Notes Domestia Viclsnoa In the Interest af data qualiy Track provides date fields and ‘exact dates if possible. If not, use the first of the year o ancther standard date determined by your organization
| o For HMIS purposes, ClientTrack will slways calculate ywars of military service anly using year.
(57 Pavsed Vorlos |
[y Service Entry Date:* |10/01/2011 73 Service Exit Date:  11/30/2014 [
I Dave Thomas W Please Select Theatre(s) of Operation(s) Statua® o
Self Sufficiency
Matrix
Al

Y Interventians (such as Lebanon, Panama. Somala, Bos
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On the Veteran Assessment, select all “Theatre(s) of Operation(s)” to move forward in the workflow. To

indicate which operation the client served in, change the “Status” of the specific operation to “Yes” with

the drop down in that row. You can select more than one operation of service by changing the status to

“Yes” for each one. To complete the Veteran Assessment, click “Save.”

HMIS Barriers Assessment

To select a barrier, click on the drop down box for “Barrier Present” and change the status to “Yes.” The

system defaults “No” for all barriers. Complete any required fields that appear after selecting that specific
barrier. Please note that the date identified is the program enrollment date - the date the client presents to
you and qualifies for entry in the program. It is important to keep in mind that clients must have at least

one barrier to be eligible for some programs (such as Permanent Supportive Housing). If no barriers are
present at enrollment, select all barriers and leave the “Barrier Present” status as “No” and click “Save &

”

Close.

Clients  ictenttrack [ 13 [T ———
@\ Find Client & Wendy Thomas n

= 000-00-0001 11119
ﬁ Intake
Intake LTI A=l |

CASE MANAGEMENT W % | Usethis form to identify whether a client has each individual barrier of not. The Clients last assessment is displayed as a default. You may, optionally, click Previous Barriers Detail 1o view information about the defaulted

records or click View Barrier History to review all pravious barrier:

Basic Client

0‘ Client Dashboard
Information

/ EdiCliont
mmm
jmm
© enraliments
(2, services [
gmmu |
| case Notes I
I
|
I

v

Family Members
Program Enroliment | Assessmant Active
‘Wendy Thomas -

Assessmant -

Vv

Veteran Details

Barrlers / Special
s

Domestic Viclence
52 Income

Education
Dave Thomas <« B

Self Sufficiency
Matrix

AMI

Identified Date:* |09/19/2015 [

Recaiving Services /
Treatment »

Documentation of the disabity and severity on
file a

Pravious Barrier
tails

Candition is
Indefiny

Explanation &

aalaal

7]

Bi-polar disorder

a

(<l

™ save

Save & Close.

Domestic Vio]ence Assessment JiClientTrack- .
& Wendy Thomas A
Complete the required information i ””“
. X Intake d /
for the Domestlc Vlolence W x| Iftheclient has been a victim of domestic violence, select Yes for Domestic Violence Experience, and select when the experience occurred.
. © Basic Client
Assessment. Please note that if [ nformaton )
i i i ? Family Members
domestic violence is reported and you e s
) ) $ V) = Assessment Date:  09/19/2015 T8

select “Yes” for “Domestic Violence S Domestic Viokence Experience:+ & Yes
Client doesn't know

Experience,” you will be prompted I = Prosrisorsrtot

for more information. If the client 4 S O ey e T -

Income

reports no domestic violence, then I

click “Save” to continue through the workflow.
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Financial Assessment

Complete the status for “Income from Any Source” and “Non-Cash Benefits from Any Source” with the
provided drop down lists. If the status for either of these financial sources is “Yes,” you will be prompted to
provide more information on the “Type” (definitions below) of income/benefit and the amount (monthly
amount) with the list that appears below the status after selecting “Yes.” Please note that Non-Cash
Benefits will appear below Income and you will need to scroll down to input that information.

Also input any income a child may receive (i.e., SSDI) on the head of household’s income/benefits
information. You will not complete a Financial Assessment for children in the household.

Clients X )rCIientTrark" ' s B AL Auturnn Oale (Training) | Help | Sig out
@, Find Client &a Wendy Thomas a
- 000-00-0001 108
2 imake
Intake
CASE MANAGEMENT W % | Indicate below the client’s sources of manthly incame, non-cash benefits and expensas. A
PO er— Basic Client “The fallowing instructions ars quoted from the HMIS Data Manual:
Informetion + When a client has incoma, but does not know the exact amount, a “Yes' respanse and the spacific source, and the income smount shoukd be astimated.
/ Edit Client > * Income recelved by or on behalf of a as part of under the Head of Housshold, unless the federal funder in the
Family Members Income shaoutd be recorded at the olentlevel for haads of heusehald and adult Information for all househald members including minor children, as long as
m Family Members > 1his dank At Intariene with asourte Nporing per funder Riquirementi, Projects collecting dita thiaugh clien inierviews should sek ollents whathes thiy receve Inoome from sech of the scuross [Isled Athar than
Program Enraliment asking them to state the sources of income they recelve.
+ Income data a racorded only for sources of incoma that are current as of the information date (1e i a client's
Assessments 2| © wendyThomas  ~ the client has nat yet secured addtional employment, the respones for Eatned income would be "No." As & further example, I a allent’s most recent payoheck wai 2 weeks ago from .Jm....mhm. client was
working full tima for §15.00/hour, but the :I-m is currently working 20 hours par week for $12.00 an hour, record the income from the job the client has t $12.00 an hour),
° Enrlimants Assesament ~
& s , Veteran Details.
Barrlers / Special _.m
& Referrals Needs
L'j Case Notes Domestic Violence
EE & Income Assessment Date:* |09/19/2016 [
I Education income from Any Source:* [Yes v
| T . Non-Cash Benefits from Any Source:* [Yes Gk
l Self Sufficiency
Matrix Income
AMI
1 Type o Description oty
Part-time employment $800.00
o Self Employmaent
[u] Unemployment insurance
o Other Pensian
o Supplemantal Security Incoma
o Social Security Disability Incame
[u] Retirement (Sacisl Security)
1 Veteran's Pension
Count/Tatal Mmm! Income: 1 mﬂ
¥4 save and Close

Definitions of Sources of Income
¢ Earned Income - Employment income

* Private Disability Insurance - Income received from private disability insurance

¢ Unemployment Insurance - Unemployment benefits from the State

«  Worker’s Compensation - Income for an individual who has been injured on the job

¢ Pension From Former Job - Income from a private employer or military retirement pay

¢ Supplemental Security Income - A federal program providing additional income for older and
disabled individuals with little to no income stream

* Social Security Disability Income - A monthly compensation to individuals who can no longer
work due to their medical conditions

+ Retirement (Social Security) - Income payment provided by government for individuals who
qualify
e Alimony - Income received for spousal/partner support
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Definitions of Sources of Income Continued

e VA Service-Connected Disability - A benefit paid to a veteran because of injuries or diseases that
happened while on active duty or were made worse by active duty

« VA NonService-Connected Disability - To assist wartime veterans in need whose non-service-
connected disabilities are permanent and total preventing them from following a substantially
gainful occupation.

e TANF -Temporary Assistance for Needy Families

e Child Support - Income received from one parent to another to care for children

e Other Income - Any income not previously listed

Clients *T Ycientrrack- |1 B a PO
@, Find Client & Wendy Thomas Q
= 000-00-0001 1111987
2, imake
Intake IR SESIER
CASE MANAGEMENT "ox "
Basic Client
i chocumns e R O e
7 e 5| L remenses P < o o
[=] Sell Employ
3, Famiy Members 3| & program Envolment |
jmumm 2| © wendy Thomes [
©) Enoliments Mot .0 upplemantsl Seculy Income
[s] Soclal Security Disabillty Incame
Veteran Details
& Services > o Retirement (Saclal Security)
Barrlers / Special
& Referrals Needs. u} Veteran's Penaion
u G . [w] Veteran's Disability Payment
8] TANF
Income
SE Paused Workflows T 8] Child Support
| Education o —
Dava Thoamae - GCount/Total Monthly Income: 1 800,00
l Self Sufficiancy
Matrix Non-Cash Benefits
AMI
0 lyma ossrpton Moty
= Food stampa/Money forfood on benefts card SNAP | ] s200.00 |l
[s] ‘Special Supplemental Nutrition Pragram for Women, Infants, and Children
o Veteran's Administration Medical Services
o TANE Child Care Services
o Saction &, Public Housing,or Othar Roatal Assistance
[u] Other Source
Count/Total Monthly Income: 1 $200.00
[ save and Close

Definitions of Non-Cash Benefits

Food Stamps/Money for Food on Benefits Card - Monthly payments issued by the government
to persons with low income that can be redeemed for food at stores.

Special Supplemental Nutrition Program for Women, Infants and Children (WIC) - A program
geared toward supplying nutritional food for at risk pregnant women and their families.

TANF Child Care Services - Child care funding assistance

TANF Transportation Services - Transportation funding assistance

Other TANF Funded Services

Section 8, Public Housing or Other Rental Assistance (PSH) - Low- and moderate-income
housing subsidized by the federal Department of Housing and Urban Development.

Temporary Rental Assistance (RRH) - ESG rental assistance

Other Source - Any source not previously listed above.
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Adult Education
JClientTrack- . Complete the required information
B i on the Adult Education
itake Assessment. An education
" x MJ:M' enrolled M:m degree v'--v-dm »-—.Lmu-mwm .
© Basi Clent assessment will be prompted for
Information
O FomiyMembers | each adult and child in the
I e household. Click “Save” to
A, Wiy Shuotman S8 4 Currently in School / Working on Degree:* [No vl "
O Assessment A Received Vocational Training/Apprenticeship :* [No v : :
i G o o . continue in the workflow.
Attendance Status:  |Graduated from high school v . .
7o N The Adult Education will
©  Domestic Viclence Secondary Education:* ¥None Y
) G, oo conclude the workflow for your
Education =
) i - » client unless there are
- additional household members
AMI

to enroll. If you have additional
household members to enroll, you will be prompted through the required assessments for each adult and
child in the household. The assessments may vary depending on the data requirements for your specific
program. The assessments required for adults will look the same as those outlined for the head of
household. The assessments for children will look differently and are previewed in the next section of this
manual.

HMIS Universal Data Assessment for Child

Complete the required data elements for the child on the HMIS Universal Data Assessment. You will notice
that the child’s assessment does not require as much information as the adult’s assessment. Click “Save”

when finished with the assessment to continue in the workflow.

Clients *] Ychentrrack- [ I8 S & smon oy | oo
@, Find Client Dave Thomas a
000-00-0002 2/z2zom
L] ntake
Intake & |uizzaloetz e L TR =0 |
CASE MANAGEMENT ¢ x| Complete related 1o the d client’ ‘and ather relevant information.
“u Client Dashboard ‘E-'w C.li‘:;:
I ntorm Dafauh Cen's Last Assessment w
/ i Chent ?| & Family Members
mmm B & Progrem Envotment Assessment Date:*  09/19/2015 [
r Age at Assessment: 4
Assessments
—] ] © Wendy Thomas ¢ Assessment Type: [Entry v
© Enoliments Dave Thomas Ausassor* [Auumn Gale Q
a e > Assensment Program:* My Fake Organization (ESGS - R10) v
Self Sufficiency Housing Status:  [Category 1 - Homeless !
& Referrals AR
E Health Insurance - Please ot nat the clent ls v 1f 80, you will be able 10 record health insurance sources for the clent.
L‘l Case Notes AMI
Haalh Insurance:* [T ~]
2, Paused Workflows
4, Copy Head of Family Insurance Sources
Note on Existing - a cliont had o longer has it. Ploase enter an end date and update the status apprapriately.
g e 4 Prmary +taton « Resson ot & strtDte Endomte
V9K [5tate Children's Health Insurance Program 5-CHIP. | . 09/05/2015 [ =
0 [-sEECT- ~| ) - SELECT - v/ m ]

Yes
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HMIS Barriers Assessment for Child

Complete any barrier information for the child you are enrolling. If no barriers are present at enrollment,
select all of the barriers and leave the “Barriers Present” status as “No” and click “Save & Close.”

Clients * Nictientrrack- [ER a [ —
@), Find Client Dave Thomas a
000-00-0002 2/2/20Mm
1] intake
Intake
CASE MANAGEMENT " m to idantify whather a client has each individual barrier of not. The Clients last assessmant is displayed as a default. You may, optionally, click Previous Barriers Datail to view information about the defaulted
lick View Barrior History to review all pravious barriers.
@i ctent Dashiboard Basic Client
Information
./ e ten - Py —— B it
2, Family Mambers 3| & Progrem Envoliment  Assensment Active
J Assessments 2| & wendyThomas ¢ Identified Date:* |09/19/2015 [
&) enoliments Dave Thomas =
& Services > Assssament ol . Help Barrier Recetving Services / Condition is Documentation of the disabilty snd severtyon L Previous Barrier
. - Treatment « file & Detads
®  Barriers / Special
&, Raferrals | Neods
D s ot .| Chikd Education
g Pausad Workflows ) Self Sufficiency
Matrix
AMI

Bseve Bl savesacione

Child Education Assessment

Enter the “Highest Grade Lc"g::ﬁﬁ;mas =
Completed” for the child, and then m:mm m’" - —
select if the child is “Currently QR b At ety il X aimdoocns. Wt 4 1a ol i o ik and st =
Enrolled in School.” The built in E':“?“":m Dol L st
logic may require additional s L
information depending on how you G 1 ot e et i
answer the questions. Click “Save” e Dot oo
when completed. i Rt S——

‘ m “Slu"mmcy Connected with McKinney-Vento Sdm:olm u::: T

aw
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Completing the Intake Workflow

Once you have completed the required entry assessments

(S;Clien\tTr\a:k" = ESTN for your client and household members, you will be

0 Gl prompted to “Finish” the workflow. If the workflow is

Intake R St complete then click “Finish.” You will then be directed back
Basic Clent # Firish to the head of household’s client dashboard and you can see
et the new enrollment under “Enrollments” on the client
:,:,::o::m< record.
DaveTromas <
kol If you need to go back and change information entered in
- the workflow prior to finishing, you can click on the specific

section of the workflow you wish to return to in the
workflow window that appears on the left-hand side of the client record (outlined in red). Clicking on the
link beside the green dot will take you to that specific section of the workflow where you can edit

information.
. Clients + )-{ClientTrack" [ Al [ B
Pausing a Workflow @, Fnd e Wendy Thomas
- 000-00-0001 111981
You may also “Pause” a workflow by (5 ke
Cllcklng On the pause button located ln ::;gA\m{:/[\"; Displayed below are the workflows that have been started for this client. To resume a workflow, choose
ent Dashboa
upper right-hand corner of the workflow _/ eancten N | Moo T
window beside the black “X” (as seen above &‘iwm 4
. P . _jj Assessments >
in the red box). The black “X” will delete the © ertoens .
workflow. The pause feature will allow you [/ sewvices ) Tharas
| [# Resume
to pause the workflow at any time so you _%""'"'" & Restan
. K Delete Paused Workflow
can return to it later. %
To resume a paused workflow, click on

“Paused Workflows” at the bottom of the list of case management tools located on the left-hand side of the
client record. Then click on the blue play button beside your paused workflow to select “Resume” in the
drop down. This will take you to where you paused the workflow and you can finish your program
enrollment.

Unique Program Requirements at Entry

There are variations in data requirements for different program enrollments. In the following section are
screenshots of program enrollments and their unique requirements during the Intake workflow for the
following programs:

1. SSVF
2. PATH
3. HOPWA
4. RHY
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1. SUPPORTIVE SERVICES FOR VETERAN FAMILIES (SSVF) ENROLLMENT

In addition to the previous assessments outlined earlier in this manual, the SSVF enrollment will require
documentation of a client’s “Residential Move-In Date Information” and Permanent Housing status for
Rapid Re-Housing enrollments as seen below. All fields with an asterisk * are required fields.

-

Clients

NclientTrack- FySpT——"
e‘nndcli-nl Ea Test Test

12/6/1969
Enl™

Intake ol bl BCET =

CASE MANAGEMENT "X Select the Pragram you are envolling the client into. ClientTrack will display a list of clients in the client's family. Please select all the clients you are enrolling.
(i Client Dashboard Basic Client

Information .
/ Edit Client > Program:* | SSWF VOA (Evansville) RRH ok

Family Members — - — =

Household - Excerpt from the HMIS Manual “A a sl i i ora apply o ject for ive togather in one ling nit (or,

m Family Members 2| & ProgramEnrollment  |per housed, wh gether in ane dweling unit If they were housed).” Lo
j Assessments 2| © Sell Sufficiency

Mat . . . [Projec . Relationshiata Rosidential Moveln InParmanant .
© Enrcliments ‘ o 2 Mames  Gender s A9 |ennnuten [Dam Macmger Hesd of Household® » nformation Date . Housing & Date Of Move In

AM 09/26/2015 CJ Autumn Gale E O
& sarvens >

Referral Restriction:* ' Restrict to Organization @

& 8 #® Restrict to MOU/Info Release
| caseNotes
411, Paused Workflows

The SSVF project enrollment will also require completion of the Annual Median Income (AMI), HP
Screening Score and VAMC Station Number for the client. The “Address Prior to Entry” will also be
required to proceed in the workflow as seen below.

Gllents QIR - [ Co— - FY—
@, Find Cllent &Wendy Thomas a

000-00-0001 e
7 ntake
Intake
CASE MANAGEMENT "ox plete the information 10 the selected clent relevant information. al
d« Client Dashboard Basic Client
Information _mm
/" dn e 2| & Family Mambera
m Family Members. B & Program Emroliment Assessment Date:* |09/26/2015 [
@ at Assessment: 34
1 Assessments ?| © wendyThomas  ~ M
= Type:* [Entry v
o Enrollments T b Assessor* Autumn Gale =N
& Services > | Dave Thomas ¢ Program:* |My Fake Organization (SSVF - R10) v
& . Self Sufficiency Housing Status:* [Category 1 - Homeless v
L Household Income as & Percentage of AMI:* [Less than 30% ¥/
| case Notes Al HP Screening Score:* |1
g Paused Workflows VAMG Station Number.* 123

Cliant Location - Salsct or entar tha GG coda assigned to tha geagraphic area whars the head of hausahold is staying at the time of projact entry, Cliant location vill ba dafaulted to the program's CoC within a workflow.
Client Location:* [IN-502 - Indiana Balance of State ¥

Prior Residence - dentify the type of residence stay af that prios o (1.0, the night before) program admission.

Residence Prior to Program Entry: * Place not meant for habitation (e.g.. a vehicle, an abandoned building, bus/train/subway station/airport or anywhere outside) |
w

Length Of Stay. * [More than ane week, but less than ane month |

Address Prior to Entry - Addiess prior (e

i . the fields in this section d th address, city, state, @ of the.
apartment, oom, ar house where

Address Prior To Entry Quality:*
Address

Address 2

City, State, Zip Code:

 cient is y Hover aver
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2. PROGRAMS FOR ASSISTANCE IN TRANSITION FROM HOMELESSNESS (PATH)
ENROLLMENT

To manage your PATH program and clients in ClientTrack, be sure to log into the “2014 IHCDA HMIS:
Street Outreach” workgroup. In addition to the entry assessments outlined earlier in this manual, the
PATH project enrollment will require you to document:

¢ Date of Engagement - Date of Engagement is defined as the date on which an interactive client
relationship results in a deliberate client assessment or beginning of a case plan.

¢ Date PATH Status Determined - Date client’s enrollment in PATH is determined.

¢ (Client Became Enrolled in PATH - A PATH enrollment occurs at the point when a client has
formally consented to participate in services provided by the PATH project. This does not mean the
time at which the client formally consents to services by a community mental health center.

Before completing the Intake workflow, you will also be required to document your PATH contact
information as seen below.

o X| Yy Search

Clients )»CllentTrack'" m ) B AR Autumn Gale (Training)  Help | Sign Out
@, Find Client ﬁa Wendy Thomas

111981 167

i Add New Client

Z 7 make Intake e e b T =

. W x| Selectthe Program you are enroling the client into. ClientTrack willdisplay a fst of ci he client’s famiy. Please select althe cl I

CASE MANAGEMENT © Basic Client

| Colit2 P « [My Fake Organization Street Outreach (PATH-R10) v |
rogram: ly Fake Organizatic eet Outreach (P )
(@ Client Dashboard ? Family Members = : -
ehold P Standards Manual ‘A household agroup ‘apply together for d who live together , for

_/ Edit Client 2| @ Program per housed, g unitif they d)." G

1% >
= | Date PATH Client became.

Gender  Ag Project Relationship to Date of Reason not
26, Famiy > [ e T T ot + resrern s L S ROty K N
/& Gosls el ) 05/07/2015 T Autumn Gale Self ~ § 09/04/2015 T8 09/07/2015 Tl Ves
OW 09/07/2015 _Jl Autumn Gale Son
| 2

(S sevices >
& peterae
& Tasks

Date of Contact, Contact Service and Contact Location will also be required as seen below. Complete all
of the required data fields to complete the PATH enrollment.

Clients X[ Nictentrrack- [ I a YT —

@, Find Cliont ga Wendy Thomas a
111981 167

i Add bew Client

2 inke Intake 2

nox The HMIS Data Standards manual defines an Interaction between a worker and a client. ge simple a verbal the h worker and the client about the client's
well-being or needs or may be a referral to
CASE MANAGEMENT Basic Client
Information
Assessment Active

i Client Dashboard Family Members
/ Edit Client b e B OATH Date of Contact:*  09/07/2158 [

- Contact with:  Autumn Gale

1 Assessments 2| O wendy Thomas )
Ll Enrollment:* [09/07/2158 - My Fake O Street Outreach (PATH-R10) v|®
& Family | G == - Contact Service :* [PATH - Outreach V]
b Goals Barrlars / Spacial Contact Location:* [Place not meant for habitation v

- Exact geagraphic location: Location permission denled.

° ollments Domestic Viclence Alter Unite: De
& Services > Income Comments:

s Refamels Contact

Dave Thomas <

G tasks
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3. HOUSING OPPORTUNITIES FOR PERSONS WITH AIDS (HOPWA) ENROLLMENT

In addition to the entry assessments outlined earlier in this manual, for a HOPWA program enrollment a
“Medical Assistance Assessment” and “T-Cell Count/Viral Load Assessment” are required to be
completed for the client as seen below.

-

Clients

RN . [ C— py—p—"
@‘Flﬂd"-‘"ml &Wendy Thomas a

000-00-0001  1/1/1981
4 intake
o o Assossment B Domosti e men Assistance Assessment L L ARV Rl |
CASE MANAGEMENT W% | The medical HIv ! accessing hich they may ble. Medical d clients with
are enrolled in & HOPW,

“‘. Client Dashboard Basic Client

Information

Assessment Active.

/ Edt Clientt 2| & Family Members
&MMIT*-I > T Assessment Date:*  09/21/2015 [3

jl-m 3| ) WendyThomas A | @ |edieal Avsstance Typ Status* & Reason No (f applicable) =
© Enroliments Asseasment -E
(%, Serices 3| & veewowwn RS = > G
Barriers / Special
&, Refarrals Needa
ﬁ Case Notes Domastic Viclance
g Paused Workflows T Madical Assistance
i

T-Gall Count/Viral Load

Use the drop down box to change the status of each field to “Yes” if the data is reported. After “Yes” is
selected for “T-cell (CD4) Count Available” or “Viral Load Available,” additional fields will populate in
the blue table below where the specific counts can be entered.

Clients *] Ychentrrack- [ I8 a . e s ) |1 | s
@, Find Cliont & Wendy Thomas a
4B go0000001 1711981

4 intake

Intake
GASE MANAGEMENT " ox nder il ot b shaved without the acpresaad cansart of the allnt, Providing th informanon i sompletaly velurtary on the abent's par and failura

10 report (., client dossn't know or client refused) will not be considered In data quality for sither the CoC o the HOPWA program.
@ clent Dashbcard Basic Client
Information
Aasesamant Acive
/ Ednclent 2 & Famiy Members
&MMM B & P vt Assessment Date:*  09/21/2015 [8
T-cell (CD4) Count Avallable:* [Yes -
Assessments -
b ll  Worck Thomes Viral Load Available:* [Yes v
° Enrollments R A
& CTe > Veteran Details Date
Baars / Special

(2, Referrals Needn
e BoaaetoVioknse Y 09252015 CORY Client Report
o Medical Assistance

#®  T-Cell Count/Viral Load

‘ Income

T 0 097252015 IR Glent Report

; DaveThomas <

‘ Sel Sufficiency

Matrix
AMI
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4. RUNAWAY & HOMELESS YOUTH (RHY) ENR

OLLMENT

HUD requires additional data collection for the Runaway & Homeless Youth (RHY) program in HMIS. When
you begin the Intake Workflow for a new client, you will be prompted to complete “Sexual Orientation” on

the client’s basic information screen as seen below.

Ethnicity

Race:

Gender:
Sexual Orientation;
Show Address and Contact Information:

family.
Family
Relationship to Head of Household
Begin Date:

Family Information - Use this section 1o collec data about a client’s family. The Fal

o Enroliments Basic Client Demographics.
g Services > Birth Date: |02/02/2000 9%
Client Age: 15
& o Date of Birth Quality:* ® Full DOB Reported
:1 Case Notes S gﬁz’r‘?ﬂ::r;a:;rml DOB Reported
R lees * B o

+ [Non-Hispanic/Latino | ®

Black or African American -

~
Native Hawaiian or Other Pacific Islander
+ White

Client doesn't know
Client refused v
Data not collected

T

Heterosexual

account. This
Questioning / Unsure
Don't Know
Refused

Data not collected
09/23/2015 (1

You will also complete the following assessments:

Basic Care Program (BCP) Enrollment Status Assessment - Complete the required data and click “Save”

to continue.

M Auturn Galo (Training)  Help  Sign Out

%

g 29

Clients [ YiclientTrack- . [ [a]
@, Find Clent & Neverland, Jake
TG = ~ 2/2/2000 247
241 RHY Program Data ntoke
Intake
CASE MANAGEMENT " ox wlgible for FYS8 in RHY projects
“« Client Dashboard Basic Client
Information
/ Edit Cllent e e RHY - BCP - Status - Colloct onca at or before sach project exit
am
& Family Members > Program Enroliment Date Status Determined: * ]
J > b wiond Enroll Status:* [{CT)
Assessments Joke Nevs A
o Enroliments’ Assessment -
¢4 sevioss N BCP Status

Employment Assessment - The built in logic will require additional information depending on the client’s

employment status. Click “Save” to continue.

Clents T icentace Q= & P
@, Find Client & Neverland, Jake “
> ~ 2/2/2000 247
Intake g9
CASE MANAGEMENT W x| Checkthe appropriate employment status at the time of assessment. If the client is employed, record the hours worked in the week prior and select thy of the poaition. If the cl
employed, indicate I the client is looking for work
“u Client Dashboard Basic Client
Information
/ Ednclient e Assessment Active
& Family Members B & Frogram Erwclimert Assessment Date:* 09/14/2015 [
. Employed?* [Yes_ v|
W i il Type of Employmen;+ [Saason  sporads (nchading doy 2507 V|
°‘ Enrollments AdSemamant A Hours Worked In Last Week:* 10.00
(2, sevices 5| @ Bopseu Employment Tenure:* [Temporory ¥|
Battiers / Special
&, Referrals Needs
"1 cose Notes Employment
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Health Assessment - Complete the required data and click “Save” to continue.

Clients | Kclientrack- I [ A T C | s e e
@, Find Client & Neverland, Jake (%]
- 2/2/2000 247
£,] RHY Program Data Intake
I " ensmant b C Assessmant Jealth Assessment |00
CASE MANAGEMENT "
@ ctent Dashiboard Basic Client
piermaten
/ O 21 & Family Members
8, Family Mambers B & Program Emaliment
J > Assessment Date:* |09/14/2015 [
L General Health Status:* [Good v
o Enroliments Assossment - Dental Health Status:* |Fair ~
& Sanviose > BCP Status Mental Health Status:* [EE
Barriers / Special
& Referrals Needs.
"1 case Notes Employment
ﬁ p 1l Child Education
Health
.l RHY Eniry Assesamant i
I Formarly Ward Of

Commercial Sexual Exploitation and Commercial Labor Exploitation Assessments - These
assessments are new requirements for the RHY program. Complete all the fields with a red asterisk (*) to
continue in the workflow.

Clients X )zclleanrack" l [~ B A Auturmo Gale (Training)  Welp | Sign Out
@, Find Client & Neverland, Jake (%]
= ry ~ 2/2/2000 247
Intake
CASE MANAGEMENT W x| TheRHY entry assessment is used 1o collect project entry data for RHY funded projects. R
(i Ctent Dashioord Basic Client
Information
Assessment Active
/ Educlient B 3 e
& Family Members B & Program Envoliment Assessment Date:* 09/14/2015 [
Referral Source:* [Self-Referral V|
J Assessments 2| ) Neverland, Jake  ~ |
° : — . Commercial Sexual Exploitation
Ever received anything in exchange for sex (e.g. money, food, drugs,* ™
& - > BCP Status shelter): [Ves v
& Rl Bartiors / Special In the last three months:* [Yes v|
’ How many times:* [1-3 v
3 Case Notes. b sl Ever made/persuaded 1o have sex In exchange for something:* [Yes vl
g Paused Workflows P4 EoaRcn In the last three montha:* [Yes vl
teae Commercial Labor Explaitation
RHY Entry Assessment
Ever afraid to quit/leave work due to threats of violence to yourself,* |m7v‘.
- Formerly Ward Of fomily, o friends:
Ever promised work where work or payment different than you* [y e
expected:
Felt forced, pressured o tricked into continuing the job:* [Yes v|e
In the last 3 months:* |Yes v]e
o Incarcerated Parent Type «
Sexual Orientation/Gender Identity - Youth. L bl
4 y N v
¥ Houting lasues - Youth v
¥ Housing lssues - Family member v
. School or Educational Issues - Youth vl v
S
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Critical Issue(s) Assessment - The built in logic may require additional data depending on the client’s
responses to the questions. To move forward on this assessment, click all of the “Critical Issues” and
change the default “Status” to “Yes” for those the client reports as critical issues. Click “Save” to continue
the workflow.

Clients *] Ychentrrack- [ I8 S PR ——
@, Find Client & Neverland, Jake =]
2/2/2000 247
o7 i
Intake
CASE MANAGEMENT b Ever promised work where work of payment different thin you* vy yju -
b Cent Dashboard Basic Client xpected:
Information Felt forced, pressured o tricked into continuing the job:* [Yes v
/ Edit Client Bl O rarmty Members n the last 3 months:* [Ves v]w
Family Members
m > Program Enrollment | & | o iycal inaue & Status* & Incarcarated Parent Type &
| Assesaments 3| | Neverland,Jake  ~ |V Housshold bynamiea
o - ¥ Sexual Orientation/Gender identiy - Youth No 5
Bt “ e Identrty - No v
a Barvioes b BCP Status ¥ Housing lasues - Youth No v
Bartisrs / Special W Housing lasues - Family member ves v
& Referrals Needs ¥ School ar Educational Issues - Youh No v
“1 Base Notss Employment W School or Educational issues - Family membar [No ~
¥ Unemployment - Youth No -
Child Education
1, Paused Workflows [ TP — T
=0 ¥ Mental Health Issues - Youth [No |
RHY Entry Assessmant | & Mental Health lssues - Family member Yes -
L omey Wardor | % Mesthiasuen - voun No 5
L W Health lssues - Family membar No v
W Physical Disability - Youth No v
¥ Physical Disabilty - Family member No v
W Wlantal Disability - Youth No v
¥ Mental Disability - Family member No -
% Abuse and Neglect - Youth No 5
W Abuse and Neglect - Family member No v
¥ Alcohol or other drug sbuse - Youth No vl
W Aloohol of other drug abuse - Family member [No ~
W insufficient Income to support youth - Family member 'No v
¥ Active Military Parent - Family member No |
¥ incarcerated Parent of Youth No v v
B

Formerly Ward Of Assessment - Complete all of the required data to move forward in the workflow. Be
sure to check both “Systems” and change the default status of “Formerly Ward Of” to “Yes” if the client
reports being a ward of that system. Click “Save” to continue.

Gllents M icientace [0 & P —
@, Find Cllent & Neverland, Jake (=]
2/2/2000 247
1] RHY Program Data Intake
i3 alth Assensmant woswssment b = . |mig o 29
CASE MANAGEMENT
i Client Dashboard E;:':ﬂﬂ Assessment Date:* |09/14/2015 T
Edit Client
/ ? Family Members =) Formerly a Ward Of:* & Number af Months (1-11) &
E Famity Mambars: 3| & Program Envoliment
J Assessments 2| © JakeNevedand
© envoimenss e oo
& s > BCP Status
Barrlers / Special
a Referrals Needs
1 case totes Employment
E Child Education
Health
RHY Entry Assessment
®  Formedy Ward Of
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ADDING SERVICES

After completing an enrollment for a client, you can document services associated with the program
enrollment with the “Services” link located in the list of case management tools on the left-hand side of the
client record. This will open the Services window where you can “Add New” services or manage current

services.
Clients * Jiclientrrack- Y —
@, Find Cliemt & Wendy Thomas a
- 000-00-0001 I a1
55 Intake
CASE MANAGEMENT The client's service history displays below. Torecord a service, click Add New. Ta recard multiple services, click Quick Services. To edit or view an existing service, click Edit next 1o the recard
dﬁ Client Dashboard
7 Edt Cliemt > 3 Addtew | {5 ouick Senvices
&, Family Members > [r——
| e 3| e~ service units » 8 Total a Organization a
] casenotes
217, Paused Workflows

To document a new services, click on “Add New.” You will see the Services home screen where you select
the enrollment associated with the service and the service provided. You can also enter units (1.00 unit =
one hour of case management or a bus pass) to track costs. The comments section can be used for
reminders; however, this is not the area to write case notes. Case Notes will be covered later in the manual.
Please note that services can be tailored to your organization’s needs. If a service does not appear in your
agency’s options, contact the help desk to request that it be added.

Clients ¥ )'{C“enﬂ-mck» ' m Searct n A Autuma Gsle (Trsining)  Help  ign Out
@, Find Client & Wendy Thomas A
- 000-00-0001 1/1/1981
54: Intake
=g
CASE MANAGEMENT Enter the information about the service provided to the client below.
(@u Client Dashboard
j Edit Client > Family Income: [
Income  Family Income  Family Members | Poverty Level % of Pover
& Family Members. > 1 Y
$670.00  $670.00 2 $1327.50  5047%
_j Ao >
S Enrollment:* |09/01/2015 - My Fake Organization (ESGS - R10) *
© enrolments Grant:* | My Fake Organization(ESGS-R10) v
Service :* | Case Management s Location: | My Fake Organization ¥
te:* [09/01f2015 £
2 e Date:* [09/012015 £
- Units:* 1.00
D Case Notes UnitValue:*  $0.00
211, Paused Workflows Total: $0.00
User Performing the Service:  Autumn Gale Q

Comments:
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When you are finished documenting a service, click on the “Save” button and you will be taken back to the
Services home screen where you can edit or delete a service you created.

Quick Services

When you need to add more than one service and the services were provided on the same date, you can use
the “Quick Services” option to document all of the services at the same time. The “Quick Services” button
is located beside the “Add New” button on the Services home screen. With this feature you can add
multiple services to a client record at one time by selecting the “Enrollment” and checking the services
with the “Check Box” next to the service you provided. If you need services added to the list of options,
contact the HMIS Help Desk and a technician can customize that information for your agency.

Clients X )rClientTrack" m } n M Autumn Gale (Training)  Help  Sign Out
@, Find Client & Wendy Thomas a
o 000-00-0001  1/1/1981
5] intake
|ig a0 27
CASE MANAGEMENT Use the st o fiter lable. Select he cl and verfy and Unit Values.
(& Client Dashboard
» 42015 [
j s N Dater* 09/04/2015 @
Grant:* | My Fake Organizetion(ESGS-R10) *
S, Fomiy Members > Enrollment:* |~ SELECT -
1 Assessments > User Performing the Service(s):  Autumn Gale A
© envolments srentond
3 Service* & Units® & Unit Value® & Total & EndDate & Comments & Help ~
B = 500 e =
& Referrals | case Management 1.00 $0.00 000 =
rj Case Management 1.00 $0.00 $0.00 B
Case Management 1.00 $0.00 $0.00 ] L
(27 paused aktows F | [ T

Once you are finished adding multiple services click on the “Save & Close” button and you will return to
the Services home screen where you can view and manage services.

CASE NOTES

Timely and robust case notes assist you and other case managers at your organization in serving your
clients. Itis extremely important that meetings, calls and other relevant information regarding your client
are properly documented in case notes.

To add case notes, click on the “Case Notes” link in the list of case management tools on the left-hand side
of the screen. Click on the “Add New” button on the upper right-hand side of the screen. Any case notes
created for a client are restricted to case managers within your organization. No one outside of your
agency can view your case notes.
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-

Clients

@, Find client
ﬁz Intake

GASE MANAGEMENT

i Clent Dashbvoard

/ Editclient >
28, Family Members >
JAnnun-m >l
o Enroliments

(2 sercns >

) sutumn Gale (Training) | Help | Sign ut

Jr— - |

Wendy Thomas
000-00-0001 1411981

)

A
LT YGET RN =]

displays balow. To create a naw case nota, click Add New Case Note. To view or adit a casa nota, click Edit Case Note next ta tha racord. To praview and print case notes, check the Print box next to ona or more case notes, and

S Add New CasaNots | Print Selected

Print [ =

The client’s case not
then click Print Selected

Mo recards found

Date = Regarding ~ User & Organization «

An example of a

case note is below as well as an example of a case note with the option to document a

service simultaneously. Templates can also be set up for housing plans or any other specific required

documentation so it can easily be drafted as a case note. Notify the help desk with any template requests.

-

Clients

@, Find Cllent
52 Intake

CASE MANAGEMENT

w Client Dashboard

/" Edicient

mFlﬂﬂmeheu

NclientTrack-

) sutumn Gale (Trsining) | Help | Sign ut

000-00-0001  1/1/1981

& Wendy Thomas g

e SCE =0

Complete case note Entry Date. Verify the User recording the note. Enter a briaf itle or description for the note in Regarding. Complete the case note in the text edtor field. 1f Read Only is checked, no ane will be able to delete or edit the case note unless
the read only checkrox has been unchecked,

Entry Date;* 09/07/2015 [

User.  Autumn Gale

]Aﬂulmenh

Regarding:* Initial Intake
Template: | Option not in the list *

© Enroliments
(2, services
2, Referrals
(eSS

-
Case Note
Client Name: Wendy Thomas

Client qualifies for ESG program and was enrolled in the program 9/4/15. Client's son accompanies her and will be moved inta housing this week...

%E Paused Workflows
Clients + ).A(ClientTrack‘ . n—w" A utumn Gole (Traiing)  Help  Sign Out
o g - R o
%%m & Wendy Thomas  G00-00-0001 1/1/1981 167
.
CASE MANAGEMENT U * [Autimn Gale % ~
“uu-nw Regarding:* Initial Intake
/ i Ohnt 3| Template: Case Note. v
e
m Family Memberk > Case Note
|} hasessments 2| Client Name: Wendy Thomas
° Enroliments Case manager met with client to conduct Initial intake and determine eligibility in program.
(% sevices >
&, Referrals

/' Design | €Y HTML O Preview

Read Only: [

1o record the

Default = |

(ESGS-R10) v/¥ I

Service* & Units Of Measure* &

zatlon(ESGSR10) | [Bus Pass _ ] Cra |
|- seLECT - v |- sELECT - v - SELECT - V|
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Once a case note is created, it will appear in a list of case notes on the Case Notes home screen. You can use
the blue play button beside the case note to:

e View Case Note
¢ Edit Case Note
You can also select case notes to print by clicking on the “Print” box located in the far column and clicking

on the “Print Selected” button beside the “Add New” button. This will print all of the “checked” case notes.

Clients *[ XclientTrack- P
@, Find Client & Wendy Thomas A
- 000-00-0001 111981
27 intake
R =
CASE MANAGEMENT The client's y displays below. To create a . click Note. To view or edit a case note, click Edit Case Note next to the record, To preview and print case notes, check the Print bax next to one or more case notes, and
the lick Print Selected
(& Client Dashboard
/" Edit Clent > ffe Add New Case Note || Print Selected
&, Famiy Members > Vrestfound
j Assessments > Vb-m - Regarding (User & Organization « Print &3 -
09/0772015 initial intake. Autumn Gale: My Fake Organization I
° Enroliments 8 View Case Note
(2 senvices / Edit Case Note
& Refecrals T Delete Case Note
& Paused Workflows

UPDATE/ANNUAL ASSESSMENT

For clients who spend longer periods of time in your program or to document any changes in your client’s
status since entry, you can conduct an “Update/Annual Assessment” formerly known as the During
Program Enrollment Assessment. This assessment is required if clients are enrolled in your program for a
year or longer, and some programs like SSVF require more frequent assessments so be sure to check your
program requirements for the Update/Annual Assessment.

The Update/Annual Assessment is also helpful for tracking significant changes to a household - for example
a client gets a job and the income changes, a client receives his/her GED, or a baby is born and needs to be
added to the household and enrollment. For your convenience, the assessment has been developed as a
workflow with the following steps:

Click on the blue play button beside your program enrollment;
e Select “Update/Annual Assessment” from the drop down list; and

e Complete the required assessments prompted by the workflow and save as you go.

T
] Assessments > T —— RO ynite
(©) Emoliments Wendy's Enrollments
(S servems > o
&, Referrals == W2 oot oate ExitDate organization e Enoll i Extin
Case Notes [z Ourent

) L b 2 o9/1/2018 My Fake Organization 0970872015 213
g Poused Workllows (] Edit Enroliment Workflow

/" Edit Enrallment

et fourd
‘Add Family Member

¥ view Case Members as/012018 Inactive 0870872015 My Fake Organization (ESGS - R10)

I Entry

(D) Update/annual Assessment

4 Exit the Envoliment 1 et fourd.
[ — Y v service Lo £ otalorpaaton

Case Management 100 50,00 My Fake Organization
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The first screen you will be taken to will review the household members and the enrollment. Click “Save”

or “No Changes” in the bottom right-hand corner to continue in the workflow.

Clents PR - [ ") yY—————
(@, Find Client & Wendy Thomas Q
| 000-00-0001 mnes
2] intake
Annual
CASE MAN/ A rogram y 9 into. display a list of ' ly. s you 9
Wox
/ TR ® Enroliment Program:* My Fake Organization (ESGS - R10) #
Household Standards Manual "A household 2 group of apply together for for
&mm > Iy oo ooy unitf they were hovsed) o o
_l Assessments > o Relatonsh
| roject el ip to
5 . |@ ames oender + L T casevansger ® + iR
4 Thomas Wendy Female s 109/01/2015 71 | Autumn Gale X self
{S Services. > ¢ Thomas,Dave Male 4 09/01/2015 = Autumn Gale Q Son .
& roterals .
[ casenotes
‘%EMW

HMIS Universal Data Assessment

You will then review the head of household’s universal data where you can document any changes. Please

note that you can change the assessment date at the top of the screen to reflect the actual date of the

assessment if entered at another time.

-

7 - [ C— ) s i
(@, Find Client & Wendy Thomas A

000-00-0001 111981
211 intake

Clients

|g 0w

Annual
Assessment Complete the infs ted to th housing status and other relevant information.

CASE MANAGEMEN

3

A Defaut Clent's Last Assessment |
/e Clent > | Defaun Clent's Last Assessment &
Thomas, Wendy
& Femily Members Y R Assessment Date:* 09/07/2015 T
o Age at Assessment: 34
Assessments D
i 2| © Thomas.Dave ¢ Assessment Type:* [During Programm Erolment ¥
° Enroliments Assessor:*  Autumn Gale SN
& Services > Program:* | My Fake Organization (ESGS - R10)
3”“. lect or enter the CoC code . shere the head of staying at the time of . il be defaulted to the 7 workflow.

Filter Client Location (CoC) by State: | Indiana

] CaseNotes
Client Location:* | Indiana Balance of State
Paused Workflows
*gE 2 3 Please indicate whather of not the client 1f 56, you wil be abl health he client
Health Insurance:* | Yes .
adhenthed e TR P d dote and opdi
C Type* & IsPrimary & Status* & Reason No# Start Date & End Date &
|z e : o wors T
@ - SELECT - 3 ~ SELECT - * =] ]
| Yes
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HMIS Barriers Assessment

Review the HMIS Barriers and make any changes necessary. It will populate all of the information
previously entered for you. If no barriers are present, click “Save & Close” to move forward in the

workflow.
Clients *| )iClientTrack- A T A Autun Gule (Training)  Help | 8ign Out
Find Client & Wendy Thomas A
‘=) ~ 000-00-0001 111981
Intake
Annual L JORTEME D=
CASE MANAGEMENT Assessment Use this @ chent has ornot The Clients last assessmaent is displayed as a default. You may, optionally, click Previous Barriers Detail to view information about the defaulted
w x| recordsorclick Y to review all pr
Enrollment
Thomas, Wendy
Anoual ¢ | Assesament Active
Assessments

Identified Date:* 09/07/2015 (8

ey ! :‘"m" i":“““" Sorcen: |HMIS Bariers ¥

Services B | iocome

Referrala | s e oip | Berier :’c:::r:gls:ku/ Condtion s :J:(rumnmo!m-drnblluy nd Bonmty N g ition
1 Cans Motes ‘ Thomas,Dave < Il

Paused Workflows

Bi-polar disorder

DV Assessment

Complete the required information
for the Domestic Violence
Assessment. You can use the
“Default Last Assessment” button
to populate the information that was
entered at entry. This is a helpful
feature to quickly enter data if the
information has not changed. Click
“Save” to continue through the
workflow

N - [ EEE—

& Wendy Thomas A
- 000-00-0001 mnee
o
been a victim of select Yes for Domestic Viol
" ox
? Enroliment Detaull Client's Last Assessment #
? Thomas, Wendy  ~
Assessment Active
O Amual < )
Assessments Assessment Date:  [09/07/2015
@ Barriers / Special Neads Domestic Violence Experience :* ® :‘:o
[
& Domestic Violence Client doesn't know
| Client refused
P Ben—. Data Not Collected
_j Education When Occurred:* [Within the past three months. vl
) Thomas, Dave < Currently Fleeing:* [No v

Page 36 : Updated 10.9.15



CLIENTTRACK USER MANUAL

Financial Assessment

Review the Financial information for the head of household and document any changes to the household
income. You can use the “Default Last Assessment” button to populate the information that was entered
at entry. Be sure to scroll down to complete Non-Cash Benefits and click “Save and Close” when finished.

Clients | Jicientrraci- | D S 8 s ) i |00
@, Find client aa Wendy Thomas
000-00-0001 1171981
%E Intake
Annual
CASE MANAGEMENT Assessment Income shoui b recorded s the chieteve for heada of nousehold and s ousebkd members Proects may choose o colet s formation for al housshold mermivers nluing minor chidren, s long 25
h accurate funder Projects collecting data through client interviews should ask clients whether they receive Income from each of the sources listed rather than
v o s;lﬂng them to state the sources of income they receive.
; + Incoma data should be yforscurces of th 38 of e nfornaton date . havect ben 90 lo, f a client’ a5 been terminated and the
Enrollment client has not dd Eamed be "Ho.* As a further example, if a client’s most recent paycheck was 2 weeks ago from a job mwmhmmwnwmmg
/ Edit Client > Thomas, Wendy full time for $15.00/hour, but the client is currently working 20 hours per week for s120n an haur, rmr-d the income from the job the client has at the time data are collected {i.e. 20 hours at $12.00 an hour).
28, Family Members > P .
3 | == Default Last Assessment
Barmiers / Special Needs
Assessment Aclive
© Enoliments
Domestic Vicknce
S Services 2 & income Assessment Date:* | 09/07/2015 [
& Referrals .l Education Income from Any Source:* |Yes L4
E] 1 T T Non-Cash Benefits from Any Source:* |Yes e
Expenses: |- SELECT - e
SE — -
Part-time employment at $670.00
@ Self Employment
5] Unemployment Insurance
(=] Other Pension
= Supplementsl Securiy Income
(5] Social Sacunty Disability Inceme
5] Retiremant (Secial Securty)
(5] WVeteran's Pension
(5] Weteran's Disability Payment
(=] TANF
= roe— Count/Total Monthly income: 7] $670.00
[ save and Close.

AL sutumn Gale (Training)  elp | Sign Out

Alients b A
Clents HIEE T - [ EE— -
@, Find Client & Wendy Thomas a
] 000-00-0001 1171981
4] intake
arnual uri " Cos
CASE MANAGEMENT Assessment L]
" ox
Envollment Type & Description &
Edit Client
/ > Thomas, Wendy
i
mmm > o e Self Emplayment
sessments o Unerployment nsurance
[ — D el T e
o Enroliments [ Supplemental Securiy Income
R 5] Social Sacusity Disablity Income
I% > T Income (5] Retiremant (Sacial Secusity)
2, Referrals Education 5} Vetaran's Pansion
o I thomesoeve < |® Vetaran's Digabilty Payment
fone Hotes @ TanE
2] Paused workflows 8 g suppert
[5] Other Incoma
Count/Total Monthly Incoma:
Non-Cash Benefits
Type &

ad on banafits

card

Special Supplemental Nutrition Program for women, Infants, and Children

Vateran's Administration Medical Services

TANF Child Cars Services

Suction 8, Public Housing, of Other Rental Assistance

Othar Source

Gount/

sh Benefits

|y

=1

Manthly
Amount &,

se70.00 [N

Wonthly
Amount +

s200.00 [

Description

Total Monthly income: 200,00
-

¥4 Sove and Close
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Adult Education Assessment

Complete the Adult Gients *T NcientTrack-
Education Assessment.  |@, Fdcien & Wendy Thomas @

- 000-00-0001 111981
27 intake

Remember that all

Annual
CASE MANAGEMENT Assessment Indicate if the client is enrolled i

e at the time of assessment. Indicate if the client has comp)

training program 9 a degr
Grade Completed. If the client has completed a high school diploma or above, select the secondary education (s) the client has eamed.
R Enroliment Default Client's Last Assessment &
Edit Client
are required. The Z - |PEEE R
Assessment Active

. Family Members > o .

“Default Client’s Last % ] el Assessment Date:+ (09/0772015 71

» . < ) Barriers / Special Needs Currently in School / Working on Degree:* |No
Assessment” will © Enoliments. Lo Received VocationalTraning/Apprentceship - [No

. ) & Services. > e Highest Grade Completed :* |High school diploma
populate lnfO rmation & cion Attendance Status: | Graduated from high school
from the previous E]Mum Thomas, Dave < Secondary Education :* 's:lgc:atewwvee v
(555 Paused Wordlows Masters

assessment completed Doctarae

fields with an asterisk *

Other graduate/professional degree

and is helpful if the
client’s information has

not changed. Click “Save” when finished.

HMIS Universal Data Assessment for Child

After completing all of the updated assessments for the head of household, you will be prompted through
the assessments for all enrolled household members. The adult assessments will look like the head of
household’s assessments. The Update/Annual Assessment will look differently for children.

-

e - [ E— JyPeer————
@, Find Cllent Dave Thomas a

000-00-0002  2/2/2011
,%-E Intake

Clients

o L 2yl ™ ¥
Annual L IR =Lkl
CASE MANAGEMENT Assessment Complete the bel ad 10 1he selacted chent's housing stab volovant information

Envolimen Default Clant's Last Assessmentw |
[/ Ednclient >

Thomas, Wendy ¢

Assessment Date:* 09/07/2018 o
E Famity Membere B O ThomanDsvie . .
. ge at Assessment:
‘Assessments
_1 b4 + Areual Assssamants Assessment Type:* | During Program Enroliment ¥
°- Enroliments Assessor*  Autumn Gale “
a Services 5! Program:* | My Fake Organization (ESGS - R10)
& Referrals Health Insurance - Please indicate whather or not the client is covered by health insurance. 1f 50, you will be able to record health insurance sources for the client
E] Health Insurance:* | Yes
Copy Head of Famiy Insurance Sources

& Paused Workflows L]

Nota on Existing Sources - If s client had an Insurance source bt na longer has it Plaase enter an end date and update the status appropristely

o Typer & I8 Primary & | Status® & Reason No @ a Start Date & End Date &
BB 551 chiicren's Health insurance Program S-GHIP - ) [hotve ] 09/07/2015 [ O
] - SELECT - . ~ SELECT - <] [ ]

Yes

Page 38 : Updated 10.9.15



CLIENTTRACK USER MANUAL

HMIS Barriers Assessment for Child

Complete the Barriers Assessment for the child. If no barriers are reported, click “Save & Close” to

continue in the workflow.

T ichenrece- R BB

M avtumn Gsle (Training)  Help  Sign out

Clients
@, Find Client Dave Thomas Q
000-00-0002 2/2/20m1
211 ntake
Annual
CASE MANAGEMENT Assessment

records or click Bar istory
Enrollment
% Thomas, Wendy <
Thomas,Dave ~  |Asessment Active
Anwal <
Assessments
T Bariers / Special Neads

[ Chid Education

Identified Date:*

Screen

Barrler
Prasent?’

Barrier

Heip

Alcol

Receiving Services /
Treatment &

Use this form to identify whather a client has each individual barrier or not. The Clients last assessment is displayed as a default. You may, optionally, click

09/07/2015 T3
HMIS Barriers *

Condtion s
Indefinite &

Documentation of the dissbilty and severity on
fie o

L =t

il bout

Previous Barrier
Details

Explanation &

Child Education Assessment

|

Clients

Yctentrraci- |l

@, Find client Dave Thomas A
%‘?. 4 000-00-0002  2/2/2011
Intake
Annual
CASE MANAGEMENT Assessment

why the child s not enrolled. Enter any additional comments

Enrollment
/7 Ednclent 3
Thomas, Wendy ¢

Indicats f tha child is currently envolled in school at the time of assessment. If the child is enrolled, select the type of school and entar the schooll

Enter the “Highest Grade
Completed” for the child,
and then select if the child

Dofault Last Assessment

is “Currently Enrolled in

School.” The built in logic

Comments:

Assessment Active
m Family Members. >
Thomas, D "
3 omas bave Assessment Date:*  09/07/2015 [l
Assessments
- > el ¢ Highest Grade Completed:* |School not have g
° Enrollments Current Enrollment Status :* ® Yes
Barriers / Special Needs No
Services Don't Know
& > ’ Child Education Refused
& e Type of School: | Public School .
[ case Notes School Name:  Headstart
Ki -\ ? N
gE Pavsed Workllows Connected with McKinney-Vento School Liaison? | No

may require additional
information depending on
how you answer the
questions. Click “Save”
when completed.

Once you have completed the required entry
assessments for your client and household members,
you will be prompted to “Finish” the workflow. If the
workflow is complete then click “Finish.” You will then
be directed back to the head of household’s client
record.

Clients

@, Find Client

27 ntake

e

/" Edit Client

f )'A'Cllenﬂrack" .,;;‘4“

& Wendy Thomas A
- 000-00-0001 111981
You're done!

Annual

Assessment All required steps have been completed

E Thomas, Wendy ¢
Thomas, Dave ¢

3 Finish

Page 39 : Updated 10.9.15



CLIENTTRACK USER MANUAL

PROGRAM DISCHARGE

When a client has transitioned from you project or is no longer receiving services for any reason, you will
discharge the client from your program in ClientTrack with the following steps:

e (o to the client record;
e Click on the blue play button beside your project enrollment located in the center of the client
record;

e Select “Exit the Enrollment” in the drop down list that appears after clicking on the blue play
button; and

e Complete the information prompted for through the Exit workflow and save as you go.

ients | Yooy - [ LUNN Scarch o} Autumn Gale (Training) | Help | Sign Out
i ClientTrack
@, Find Client &% Wendy Thomas Q
000-00-0001 1/1/1981
%E Intake
Gender: Disabling Veteran:
Female Condition: g No
CASE MANAGEMENT q
&Ii Client Dashboard EELT o pitererieneime Race  hite
/" Edit Client >
Wendy's Enrollments a
m Family Members
1 result found
E AeEEEEmEIE by Crellernt Case e ol pate ExitDate | Organization Last Assessment Enroll ID|  Exit ID
Description Members Completed

@ Enrollments v Current
My Fake Organization (ESGS - R10) 2 09/01/2015 My Fake Organization 09/01/2015 213
é Services >

@ Edit Enrollment Workflow

& Referrals / Edit Enrollment
Jp, Add Famiy Memb 1 result found
amily Viember
ﬁ Case Notes egin Date Status End Date Enrollment
ﬁ View Case Members pos01/2015 Active My Fake Organization (ESGS - R10)

%E Paused Workflows

@ Review Entry Assessments [l

@ Update/Annual Assessment

ﬁ Exit the Enrollment 1 result found
BEIC) Service Units| $ Total 0 d
=) —
2 09/01/2015 Case Management 1.00 $0.00 My Fake Organization

On the first screen of the exit workflow, you will be asked for the “Exit Date,” “Destination,” “Exit
Reason,” and whether to “End Case Assignment.” Please note that all fields with an asterisk * are

required.
Clients * NcientTrack- & sacasrao ey s

@‘ Find Client & Wendy Thomas a

000-00-0001 1/1/1981
ﬁ Intake

& Wendy Thomas's Dashboard b | Enrollment Exit

HUD Program

CASE MANAGEMENT Exit To exit the client from the Enrollment, enter the Exit Date and Destination.
nox

@ﬂ Client Dashboard

@ Exit Enrollment

Exit Date:* 09/05/2015

/ Editciient sl [ it Date:*|09/05/2015 3

) Exit Assessments Destination: *| Transitional Housing for homeless persons (including homeless youth)
% Family Members Exit

Reason: | Left for a housing opportunity before completing program ¥
Case Manager Assignment:  Autumn Gale @

@ Enrollments End Case Assignment: ¥ @
L " s
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HMIS Universal Data at Exit
Complete the required information and click “Save” to continue.
Clients I YchentTrack- T

e‘ Find Client Ea Wendy Thomas A
000-00-0001 1/1/1981
&E Intake

HUD Program & Wendy Thomas's Dashboard b Enroliment Exit b = Universal Data Assessment
CASE MANAGEMENT Exit Complete the information below related to the selected client's housing status and other relevant information.
noox
“,m Client Dashboard
Ve p S Enveliment
Edit Client
> @ Exit Assessments
& il e b > Assessment Dater* |09/05/2015 [

Age at Assessment: 34

|} Assessments >

) Assessor* |Autumn Gale Q.
@ Enrollments

Program:* | My Fake Organization (ESGS - R10) v
é‘ Services >
Health Insurance - Please indicate whether or not the client is covered by health insurance. If so, you will be able to record health insurance sources for the client.

& Referrals

Case Notes
D Note on Existing Sources - If a client had an insurance source but no longer has it. Please enter an end date and update the status appropriately.
27] Paused Workflows

+ Is
0 Typera Primary Status® = Reason No @ & Start Date 4
-
i I [
o |_<FlEcT— vl I_emecT— ol
s

| e

HMIS Barriers at Exit

You will be required to complete the HMIS Barriers Assessment at exit. The built in logic may create

additional required fields. Select a barrier by clicking on the box beside it if a barrier is present at exit. If
the client has no barriers, click on “Save & Close” in the lower right hand corner.

Rl

Clients

NctientTrack- PYPTSE——
e\ Find Client ga Wendy Thomas A
000-00-0001 1/1/1981

%ﬂ Intake
HUD Program

CASE MANAGEMENT Exit Use this form to identify whether a client has each individual barrier or not. The Clients |ast assessment is displayed as a default. You may, optionally, click
Previous Barriers Detail to view information about the defaulted records or click View Barrier History to review all previous barriers.
“,m Client Dashboard

Exit Enrollment
Exit Assessments A
3, Family Members

J l}\sseenmenm > O Income Identified Date:* |09/05/2015 (2

) i Screen: | HMIS Barriers ¥
@l Enrollments fL Education

T
é‘ Services >
Documentaticn of

Help Barrier Receiving Services / Condition is -
& Referrals =] Barrier P Eresent? a Treatment & e the disabilty and  Explanation a.
severity on file a

hd

.;IQ Barriers / Special Needs | Assessment Active

E Case Notes

ﬁ Paused Workflows

Chronic Health
Condition

E Save ﬂ Save & Close
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Financial Assessment at Exit

Complete the Financial information for the head of household at exit and document any changes to the
household income. Be sure to scroll down to complete Non-Cash Benefits and click “Save and Close” when

finished.
Clients x| i - [ R & e (o) | e |Sn0
N Cl ientTrack™ IS umn Gale (Training) lelp | Sign
@‘ Find Client Wendy Thomas
000-00-0001 1/1/1981
] Intake
HUD Program & - Enoliment Bxit b Universal Data Assessment b | == Income and Sources, Non-Cash Benefits
CASE MANAGEMENT Exit Assessment Active
] n x
“.m Client Dashboard
Exit Enrollment Assessment Date® | 00/05/2015 [
/ Edit Client > Exit Assessments Income from Any Source:* | Yes v
f Non-Cash Benefits from Any Source:® | Yes v
a Family Members > . " Y
Barriers / Special Needs
B P Expenses: |~ SELECT — e
i Assessments > f Income
© crvlimens ) Edeaton e
& Services >
: 5] Type s Description « Aoty
& reterats 5 e —m—— T
a Case Notes o Self Employment
@ Unemployment Insurance
gﬂ Paused Workflows 2 Other Pension
- 5] Supplemental Security Income
@ Social Security Disability Income
(5] Retirement (Social Security)
@ Veteran's Pension
@ Veteran's Disability Payment
Count/Total Monthly Income: 1 §670.00
ﬂ Save and Close

Definitions of Sources of Income

+ Earned Income - Employment income

e  Private Disability Insurance - Income received from private disability insurance

¢ Unemployment Insurance - Unemployment benefits from the State

Worker’s Compensation - Income for an individual who has been injured on the job

¢ Pension From Former Job - Income from a private employer or military retirement pay

¢ Supplemental Security Income - A federal program providing additional income for older and
disabled individuals with little to no income stream

* Social Security Disability Income - A monthly compensation to individuals who can no longer work
due to their medical conditions

¢ Retirement (Social Security) - Income payment provided by government for individuals who qualify
e Alimony - Income received for spousal/partner support

* VAService-Connected Disability - A benefit paid to a veteran because of injuries or diseases that
happened while on active duty or were made worse by active duty

+ VA NonService-Connected Disability - To assist wartime veterans in need whose non-service-

connected disabilities are permanent and total preventing them from following a substantially gainful
occupation.
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Definitions of Sources of Income Continued

¢ TANF -Temporary Assistance for Needy Families
e Child Support - Income received from one parent to another to care for children

¢ Other Income - Any income not previously listed

K .
Clients I ctienttrack- TN 3 P —
@‘ Find Client Wendy Thomas
000-00-0001  1/1/1981
I%E Intake
« Enrollment Exit b Universal Data Assessment b | == Income and Sources, Non-Cash Benefits
HUD Program e 2 s — -
CASE MANAGEMENT Exit Month
0 ox |® Type & Description Amoont p
“w Client Dashboard 2 Neterans Penston
Exit Enrollment - )
/ Edit Client (5] Weteran's Disability Payment
Exit Assessments | TANF
@ Family Members > Barrlers / Special Needs |2 Child Support
j A " L, 2 Other Income.
|l Assessmen f neome. Count/Total Manthly Income q $670.00
Q‘J Enroliments T Education
él Services > Non-Cash Benefits
Referrals
& - . Monthly
- 5] Type = Description 4 PR
] Gesetions T R BN coop
EE B e 5] Special Supplemental Nutrition Program for Women, Infants, and Children
— 8 Veteran's Administration Medical Services
2 TANF Child Care Services
8 Section B, Public Housing, or Other Rental Assistance
2 Other Source
Count/Total Monthly Income: 1 $200.00
¥ save and close

Definitions of Non-Cash Benefits

+ Food Stamps/Money for Food on Benefits Card - Monthly payments issued by the government to
persons with low income that can be redeemed for food at stores.

* Special Supplemental Nutrition Program for Women, Infants and Children (WIC) - A program
geared toward supplying nutritional food for at risk pregnant women and their families.

» TANF Child Care Services - Child care funding assistance
¢ Other TANF Funded Services

o Section 8, Public Housing or Other Rental Assistance (PSH) - Low- and moderate-income housing
subsidized by the federal Department of Housing and Urban Development.

o Temporary Rental Assistance (RRH) - ESG rental assistance

e Other Source - Any source not previously listed above.
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Adult Education Assessment

Complete the Adult Education Assessment. Remember that all fields with an asterisk * are required. The
“Default Client’s Last Assessment” will populate information from the previous assessment completed
and is helpful if the client’s information has not changed. Click “Save” when finished.

Clients | YiclientTrack- [l a 4 Aol o) | i | Sn0
@‘ Find Client Wendy Thomas
000-00-0001 1/1/1981
I%ﬂ Intake
HUD Program tiversal Data Assessment b Income and Sources, Non-Cash Benefits b =%~ Adult Education Assessment
CASE MANAGEMENT Exit Indicate if the client is enralled in an education or training program or working toward a degree at the time of assessment. Indicate if the client has completed

vocational training or received an apprenticeship. Select Highest Grade Completed. If the client has completed a high school diploma or above, select the
secondary education degree(s) the client has earned.

“M Client Dashboard
7 EditClient

Default Client's Last Assessment &

I Exit Enrollment
Exit A S~

Active
G Family Members >
B R E=D Assessment Dater*  09/05/2015 £
J Regzznreis > (ezzie Currently in School / Working on Degree:*
@\, Enrollments & Education dv | Training/Apprenticeship * | No v
) Highest Grade Completed = | High school diploma v
é' Senvices > Attendance Status: | Graduated from high school v
& Referrals
Secondary Education = ¥ None o

ﬁ Case Notes Associates Degree

Bachelors
%E Paused Workflows Masters

Doctorate

Other graduate/professional degree

Exit Workflow for Child

After completing all of the exit

@ Enroliments

Clients *] YclientTrack-
@, Find Gl T e a assessments for the head of
27 intake BB coszvin household, you will be prompted
HUD Program @ Dovouvantio e through the exit assessments for all
CASE MANAGEMENT Exit Do you want to exit Thomas, Dave?
: "ox enrolled household members. The
“w Client Dashboard R
Xit Enroliment . . .
/' edinclient adult exit assessments will look like
Exit Assessments ¢ x Mo
3, Family Members 3 & thomasme - the head of household’s assessments.
| Assessments 3| ¢ Doyouvanttoet? The exit assessments will look

differently for children.
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The “Exit Reason” will be completed for all household members being discharged from the program.

Clients * )rcllentTrack“ . e B AR Auturnn Onle (Traning)  elp  Sign Out

@, Find Cliont Dave Thomas a
ke = 22201
Efe ® |/ Erroimein p -
HUD Program bbbl - LR T ]
CASE MANAGEMENT Exit To enter
= — wox
(i Client Dashboard
B Exit Envollment AT 5
ExitAssesoments ¢ [EOSRTIRYNN - - rsitional Housing for homeless persons (including homeless youth)

m Famly Morrseea B O ThomesDave. -~ Exit Reason: |Left for a housing bef v

__]m > Do you want 1o exit? Case Manager Assignment:  Autumn Gale %

End Case Assignment: [ %

olm Exit Enroliment
& Bervices @ e Assessments

& Referrala

[j Case Notes
ﬁmm

HMIS Universal Data Assessment at Exit for Child

Complete the required information on the HMIS Universal Data Assessment at exit for the child and click

“Save” to continue.

Glents T ictienttrace- | Y P————

@, Find client Dave Thomas
000-00-0002 2/2/20M
63 Intake
HUD Program

CASE MANAGEMENT Exit Complata the related tothe fant's housi velavant information

o wox
7 Einctem Exit Envoliment Defauh Chans Last Assessment 9

Exit Assessments ¢
Members. Assessment Date:* 09/05/2015 7
3G Fomiv 2 & Thomas.Dave  ~
3 N Age at Assessment: 4
IR Assessment Type:* | Exit .
© Enoliments B Enrolimem Assessor*  Autumn Gale <
2 servces 3| ® Esssesments Program:* My Fake Organization (ESGS - R10) .
&, reterae Please ind ot the client s y health nsurance. If 50, you will be abl to record health insurance sources for the cient
E] Case Notes. Health Insurance:* | Yes v
Sil &, Copy Head of Family Insurance Sources
[ <If a client had longer has it. ‘an end date and update the status appropriately.
ype o s Primary & statust Reason o @ « StartDste « End Date &
State Children's Health Insurance Program S-CHIP. - o 09/05/2015 [ O
5] - SELECT - - : ~ SELECT - + = ]
Ves
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HMIS Barriers Assessment at Exit for Child

Complete the Barriers Assessment for the child at exit. If no barriers are reported, click “Save & Close” to
continue in the workflow.

-

e - [ E— ) Y ———————
@, Find client Dave Thomas Q

000-00-0002 22720Mm
E-E Intake
HUD Program

CASE MANAGEMENT Exit Use this form to identify whether a 1t has each individual barrier or not. The Clients last assessment is displayed as a default. You may, optienally, click Previous Barriers Detail 1o view information about the defaulted

. W x| records orclick View Barmer History to revisw all previous barrers.
v
[ ectemomnnare ]
/ Edi cliems >
Exit Assessments ¢

Clients

& Family Members > Thomas, Dave - |Assessment Active
] Assessments 2| & Doyouwanttoeat? Identified Date:*  09/05/2015 [0
© enoliments Exit Encollment Soreen: | HMIS Barriers *
& Services > Exit Assessments ¢
®  Barriers / Special Needs. Help | Barrier Receiving Senvices / Condition is Documentation of the disability and severity on Previous Barrier

& l - Indefinite e & Explanation &

= Ghild Education

L] case Notes U
| 417 Paused Workflows

Bsae Pl saeaciose

Child Education Assessment at Exit

Enter the “Highest e - [ E— )
Grade Completed” for @, Fid clent DaveThomas @

000000002 2/2/2011
SE Intake

the child, and then select HUD Program

-

Clients

CASE MANAGEMENT Exit Indicate if the child is currently enrolled in schaol at the time of assessment. If the child is enrolled, sel ype of schaol and ents

lf the Chlld is “Currently — W x| whythechild s not snvolled. Enter sny sdditionsl comments.
_ Exit Enrollment

Enrolled in School.” The |/ sucen > Emmmm .
3 3 3 H m F“"m > Thomas, Dave ~
built in logic may require j o o Assessment Dt 03/08/2015 £3
you want to exit? Highest Grade Completed:* | Schaol program does not have grade levels +
additional information © Ervoliments i Evollmert Cumen EovolimentStaus# Yes
d d h & Sarvioea > Exit Assessments ¢ ® Dot Know
Jarriecs i s Refused
epending on how you &, referse . :NMN:::::IM Type of Schoal: | Public School
answer the questions_ D Case Notes. ! School Name:  Headstart
ﬁ Paused Workflows Connected with McKinney-Vento School Liaison? No

Comments

“Default Client’s Last
Assessment” will

populate information from the previous assessment completed and is helpful if the client’s information has
not changed. Click “Save” when completed
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Completing the Exit Workflow
7‘7”"”"' ‘ )’l’C“EI‘I‘TrﬂCk" Al T C |
When you have completed all exit assessment @, Fid cloms &A WendyThomas
~ s - 000-00-0001 111981
for all household members, you will be asked to o e ——

SE MANAGEMENT o“r’m All required steps have been completed.
finish the exit workflow. Click “Finish” to g - | =
complete the discharge for your clients. s > E:::i"_:"‘m" | e

& Faonlly Mainbers. 2 & Thomas,Dave ¢
You will then return to the client dashboard _} dosusmens 2
‘i Enroliments

where you can see the project exit dates now as

see below. If you have also selected “End Case Assignment” on the exit workflow, you will see that your
status has changed to “Inactive” on the client dashboard under “Case Manager Assignments.” If you
forgot to click on the box beside “End Case Assignment” during the exit workflow, you can click on the
little notepad beside your name under “Case Manager Assignments” to edit your status to “Inactive” to
remove the discharged client from your case load.

Glents T icientrec PGB Y ————
0‘ Find Client & Wendy Thomas
- 000-00-0001 1411981
6—% Intake
CASE MANAGEMENT ‘Wendy Thomas's Information
Name:  1omas, Wendy Birth Date: 1,187 Age gy
/7 cancten N aends issblng vetsan:
Female Condition:  ygy No

28, Family Members > q
J (e > EOIE pyon-tsispanicLating RaCe  ypite
° Enrollments Wendy's Enrollments
(% servees > et
& reterrale Erctmet R - S orgmscetin st sasesamen ewotn|  ean
E] Case Notes ¥ Previous

@  MyFake Organization (ESGS - R10} 2 09/01/2018 09/08/2015 My Fake Organization 09/05/2015 23 218
411 Paused Workflows

Wendy's Case Manager Assignments

1 rasult found.
Case Manager Begin Date status £nd Date Enroliment
B Autumn Gale 0902015 Inactive 09/08/2015 My Faks Organization (ESGS - R10)
Wendy's Services

Unigue Program Requirements at Exit

There are variations in data requirements for different program exits. Below are screenshots of the unique
discharge requirements during the exit workflow for the following programs:

1. PATH
2. HOPWA
3. RHY
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1. PATHEXIT \

For PATH clients being discharged, their “Date of PATH Status Determined” and their PATH enrollment
status will be required during the exit workflow on the “Enrollment Exit” screen as seen below.

-

Clients

@), Find Client
27 Intake

CASE MANAGEMENT

w‘ Client Dashboard

JctientTrack-
Wendy Thomas a

000-00-0001 1111981

HUD Program
Exit

To exit the client from the Enrollment, enter the Exit Date and Destination.

"o

M Auturn Gale (Training)  Help | Sign Out

# Exit Enrollment

Exit Date:*  09/23/2015 3

/" Edit Clent sl |
Exkt Assessments Date of PATH Status Determined:*  09/23/2015 (8

& iy Memuete > Client became enrolled in PATH:*

J Assessments > Reason not enrolled in PATH: * [Client was found ineligible for PATH v
D Rental by client, VASH Subsidy ~|

o Enrollments ‘
(LT Bl Left for a housing opportunity before completing program |

(2, services > Case Manager Assignment:  Autumn Gale %

& Rafareals End Case Assignment: ¥

|_J Case Notes

Paused Workflows

There is an opportunity to enter referrals and case notes during the exit workflow for PATH clients being

discharged from the program. See page 51 on how to add providers to the database.

-

Clients

@, Find Client

il Add New Client

47 intake

CASE MANAGEMENT

/7 i Clent
:‘A-m
3, Famiy >
/s Goals

© Enroliments

% services >
&, Referrals

(5] Tasks

v v

.
Nctentrrack- [l B a
& Wendy Thomas A
s 11119 167
General « Enrollm - Referral Inforr
Enroliment Exit Complete balow to identify the service and the provider baing referred 10,
"o
Enrollment Exit Referral Date:* |09/26/2015 [
No Cpen Gosle Status:* [Referral Made ¥
® Referrals Service:* |PATH - Referral Community Mental Health v
‘ e Refer To Provider:*  Mental Health Provider 4,

Provider Contact:
Contact Phone Number:
Comments:

Information Release - If the Client has authorized that his/her information can be released to the selected provider,

M sutumn Gale (Training) | Help | Sign out

TN

thin below. Doing o wil il o b

with information ragarding the referral.

Email Authorized: ¥

generated and sent to thin provider

If no referrals were made or no case notes entered, click “Skip” to proceed in the workflow.

-~

Clients

@, Find Client
) Add New Client

217 intake

CASE MANAGEMENT

/" Edn Clienn >

);’CllentTrack" . n*"""—n

A Avtumn Oole (Training)  Help ~ Sign Out

& Wendy Thomas

111981 167
General

A

=07

Exit

Enrollment Exit
No Open Goals
Referrals

Case Note

plet . Verlfy Enter a brief title or description
delete o edit the case note unless the read only checkbox has been unchecked

Entry Date:* 09/26/2015 T8

User.

Regarding:* Discharge 9/26/15

Autumn Gale

Template: [_ SELECT - V|

field. If

ly Is checked,

Client entered the women's shelter today and will begin case management with new case manager at the shelter. Met with client and discharged her today.
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2. HOPWA EXIT \

A completed Medical Assessment will be required at exit for HOPWA.

Clients X );rCIIentTrark" . s B AL Auturnn Oale (Training) | Help | Sign out
@, Find Client & Wendy Thomas Q
= 000-00-0001 11116987
411 intake
HUD Program ¢ Emotmert o b I Ashewten st b L TOPTE =l
CASE MANAGEMENT Exit ‘The medical assistance assessment is primarily used to determine whether HIV i accessing y may Madical datais required for clients with
0 ox HIV/AIDS who are enrolled in & HOPWA-funded program.
@i Ctent Dashiboard
Exit Envoliment
7 dnclam > Assensment Active
Exit Assessments
E Family Members > + R Assessment Date:* 09/26/2015 [
ariers | Specal Needs
7] Assessments > T Medical Assistance @ - Reason Mo (f applicable) &
o Enroliments I T-Call Count/Viral Load
Income
‘s Services 2
Education
&, Referrala |
~ MHousing Assessment at
[ cose totes [p==
2] Paused Workdlowa

T-Cell Count and Viral Load data will also be required at exit for the client when being discharged from
HOPWA.

-

Clients

IR - [ E— [YPES———
@, Find Client && Wendy Thomas a

000-00-0001 111981
217 imtake
HUD Program 5.Eroivani B, nteres) Data Aevsrarent ) |29
CASE MANAGEMENT Exit Thia data, as ia all HIV/AIDS data, & confidential, covered under spacial law, and may not be shared without the the client. Providing the inf phetely ¥ on the client's part and failure
" ox L y either program

(i Clent Dashboard

Exit Enrollment
/e client > ‘Assessmant Agtive

Exit Assessments  ~
M Family Membere | e Assessment Date:* 09/26/2015 (%)

ariers / Special Needs
T-cell (CD4) Count Avallable:* [Yes g

1mm > Madical Assistance co)
L Viral Load Available:* [Yes v
Oimmm ! T-Gall Count/Viral Load

Income [ Date Measurement Value How was the data obtained
(S sarvices 2 |

Education
(2, Referrals I

- Housing Assessment at _ :

E Case Notes. | e LA 09/25/2015 viral Load
411 Paused Workflows °

L/l 09/25/2015 _J

A housing assessment will be required at exit for HOPWA clients as seen below.

Clients | NiClientTrack- . BN B A Auturn Oale (Training)  Help  Sign Out
@, Find Client & Wendy Thomas Q

-~ ~ 000-00-0001 111981

[, Intake
HUD Program iz It RN D A R Ammeeert ousing A L T IO T =0
CASE MANAGEMENT Exit Use this form 1o collect the client s housing assessment disposition at exit.
wox
(i Client Dashboard
I Exit Enroliment
Assessment Active
/ F et Bl O xtassesements
m Family Members > T Assessment Date:*  09/26/2015 [
Housing Assessment at Exit:* [Moved to new housing unit v
W Q) titost e Subsidy For New:*
° Enrollments T-Cell Count/Viral Load
A 3| ¢ woome
Education

&, Referrals

u Housing Assessment at
| CaseNotes L
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In addition to the other exit assessments, RHY clients will complete the following exit assessments:

Basic Care Plan Enrollment Status Assessment - Complete the required data and click “Save” to

continue.
Clients ¥ );’C“enﬂrack-- l msumh n M Autumn Gale (Training)  Help  Sign Out
@, Find Client ﬁﬂ Neverland, Jake “
2/2/2000 247
2111 RHY Program ata inake
HUD Program ol AGETE=0]
CASE MANAGEMENT Exit the number of homels ligible for FYSB in RHY projects
"ox
(b Client Dashboard
Exit Envoliment
/ EdiClient I RHY - BCP - Status - Collect once at o bafore each project axit.
Exit Assessments  ~
&Mm - FEAS Dote Status Determined: *  IEVEEIERI ™
"
1“--“ > ‘ Barriers / Special Needs Sk o
e e
Hoalth
‘= Services B !
RHY Exit Asseasment
&, Referrals Y
—} Case Notes

Employment Assessment - The built in logic will require additional information depending on the client’s

employment status. Click “Save” to continue.

A Autumn Gole (Training)  Help ~ Sign Out

L1 AR sl ]|

Clients * ).A'CllemTrack" ' s+ B
@, Find Client & Neverland, Jake
~ 2/2/2000 247
21 RHY Program Data nteke
HUD Program
CASE MANAGEMENT Exit Check the appropriate employment status at the time of assessment. If the client is employed, the d ‘week prior
W x| employed indicate f the client s looking for work.
(i Cient Dashboard
b 3 Exit Enollment e e
Exit Assessments
m Fomity Mambars > BCP Status
5 Assessment Date:* |09/26/2015 7
] ‘Assessments Barriers / Special Needs
= Employed?* [Yes v
° Enrollments ! Employment Type of Employment:* [Full-Time v
& Sardate 3 Haalth Hours Worked In Last Week:* 40.00
> RHY Exit Assessment Employment Tenure:* [Permanent |
& Referrals ’ Z
1 coseNotes

position. If

Health Assessment - Complete the required fields and click “Save” to continue in the workflow.

Clients *| JiClientTrack- l [ A EETR C |
@, Find Client & Neverland, Jake
~ 2/2/2000 247
2] RHY Program Data intake
HUD Program
CASE MANAGEMENT Exit
wox
(@ Client Dashboard
Exit Enrollment
/ Edit Client > I
Exit Assessments  ~
& Family Members > BCP Status
Assessment Dote:* 09/26/2015 T
] Assessments. > Barriers / Special Needs
- General Health Status:* [Good
© Envoliments Beplomant Dentol Health Status:* [Fair
‘s Barvices > 17 Health Mental Health Status:* [Good
RHY Exit Assessmont
&, Referrala y
"1 case Notes
21 Paused Workllows

AR Autumn Gale (Training)  Help  Sign Out

=

%]

=|ig 29

Page 50 : Updated 10.9.15



CLIENTTRACK USER MANUAL

Project Completion and Actions Assessment - The built in logic will require additional information
depending on the client’s responses. To move forward on this assessment, click all of the “Actions” and
change the default “Action Status” to “Yes” for those follow up items. Click “Save” to complete the

workflow.

Clients + ):Clleanrack“ . m Search B M tuturmn Gale (Training)  Help  Sign Out
@, Find Client Neverland, Jake B
| .4 & 2/2/2000 247

1] RHY Program Data Intake

HUD Program - L T GR T =]|
CASE MANAGEMENT
(i Client Dashboard
Exit Enroliment Assenpnent Alve
/" Edit Client > IE:nnul!um!ntn - Assessment Date* |09/26/2015 [
m Family Members > o Project Completion Status:* [Completed project v
] 3 iire/ Sl e Family Reunification Achleved:* [No ~
9 results found.
@ Enroliments Employment
Ll @ Actions » Action Status* »
(%, servioss
6 s . RHY Exit Assessment
" caseNoten (TR
%E Paused Workllows
Yes R
o8 N
[Yes B
Mo ]

To Add a Provider To Your List of Providers
e  C(Click on the blue box with the white arrows beside the ClientTrack logo at the top of the screen to
toggle to the “Providers” screen.

Add New Provider
PROVIDERS
Test Provider .

e Conducta search for the Provider in the database by clicking on the “Find Provider” link in the
upper left-hand corner of the screen.

Providers g R . [ . - [T
| Find Provider TEst Provider

| Add New Provider

4+ % " Find Provider

Locate a provider by using the selection criteria below. To get a list of all providers, leave the selection criteria blank and select search. To change your search, change the selection criteria and select search

T =

; Provider Information

j/ Edit Provider

&, Referrals

] watt st

E| Contacts >

A’Servlon

Provider

Mo recards found.

Provider = Address & ity & State = Zip Code &
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e C(lick on the “Add New Provider” link if the Provider is not already in the system located below
the “Find Provider” link in the upper left-hand corner of the screen.
e Complete the provider information. You must complete information that has an asterisk * before

continuing.

Providers
| Find Provider

: Add New Provider

PROVIDER
| Provider nformation
/e Provder

& Referrals

) wait List

t:;:" Cantacts

| Services

M Auamn Gale (Training) | Help | Sign Out

Provider Setup - Referral Gontact

Frovider Setup

Entar a Pravider Name, FEIN numbar and the street addrass whars the provider is located. This information will be useful in contacting the provider and refarring clients.

* | ABC Legal
123 Main st.

Indianapolis . IN 46201
317-317-0177

www.abelegal.com

Accessing Organizations - The organizations listed below will be able to access this provider.
{1 All Organizations

My Fake Organization v
¥ My Sample Organization

Safe Passage

Accessing Organizations:*

Malling Address - Enter a mailing address (1 it is different from the street address.

e C(Click “Next” in the bottom right-hand corner of the screen.
e Complete “Referral Contact” information.

Providers
| Find Provider

;WMH\"HII'

/" Edit Provider

2, Referrals
] wain st
22| Contacts
| Services

|

A Auturmn Gale (Training) | Help | Sign out

):C||entTrack" 'm - B

ABC Legal

.
Provider etup - Refarral Contact

PROVIDER SETUP - REFERRAL CONTAC

)

Identify the contact information for the Provider below. The contact information will be used to contact the pravider when a referral is made.

Thomas

317-3177
yefferson@abelegal com
317-2345

e Click on “Finish” to complete the addition of a Provider to your searchable list. You can go back to
the previous screen if necessary by clicking on “Previous.”

After adding the provider to the provider database through the above steps, you need to complete one
more step before you can access the provider when setting up referrals and services.
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You must correlate a service with the provider and you can do this by remaining on the provider record
and clicking on "Services" in the list of Menu Items found on the left-hand side of the screen. Click on "Add

Provider Service" and select a service you want correlated with the provider. You can add as many
services as you would like.

Providers
| Find Provider

|| Add New Provider

R
| Providar nformation
|/ Edit Provides

& Referrals

7 v

-

R ¢ [ CEE— ]
ABC Legal

A Autumn Gale (Training) | Help | Sign Out

Lol ORI D=0

for referrals to the Provider, but can also be recorded as services provided by the Provider. To add & new servioe to the Provider's list, click Add New. To edt an

The services current Provider
existing service, click Edit next 10 the service.

These services

g it (@ cukswn

Mo records found.

Service & Proterence «

——1

Once you have finished this final step, you will be able to select the provider when creating a referral or

service.

Providers

-

T . [ Ee— -

| Find Provider

‘}‘ Add New Provider

VIDER

_: Provider Information
|/ editProvider
&, Referals

|71 Wait List

M avumn Gsle (Training) | Help | Sign Out
ABC Legal

C T IR =

Provider Services are used in the Client Referral Process to find a provider that provides a particular service o to find services offered by a particular provider. A ho th s with frequently and will be given frst
holee wher ok T raforted 1 partioulr sevion doss ot sppeer 1 Re plveod ek 0 soe e service oode s avallable 13 ambare of your orgestzation: Al#o ohick 10 34 ¥ ths sevios 4 resycle i

Service:* [Legal Counseling
Notes

* No Preference
Preferred

Preference:*

Page 53 : Updated 10.9.15



CLIENTTRACK USER MANUAL

Basic Reports

SERVICE SUMMARY REPORT ‘

The Service Summary Report is a report of the services your agency has provided for clients enrolled in a
specific project. You can run a Service Summary Report a variety of ways to extract specific service
information from client records, for example services rendered in the Month of December or Case
Management Services provided for the year, etc. Most often the Service Summary Report is used to submit
for reimbursement.

To Run a Service Summary Report:

e Click on “Reports” found in the list of options in the bottom left-hand corner of your User
Dashboard.

e Click on “Service Reports” found in the list of links on the left-hand side of the screen. A list of
reports should drop down after clicking on the “Service Reports” link.

e Click on “Service Summary Reports” that immediately appears under “Service Reports” with a
file folder beside it.

e Click on “Service Summary” that appears directly in the drop down beneath “Service
Summary Reports” after clicking on it.

e Setup your report parameters by: (Please note that all fields with an asterisk * are required
fields)

e Completing the date range - There are a couple of options for setting the date range. You can
select from the “Predefined Date Range,” though this may not provide you the exact dates you
need. You can fill in the dates found below this labeled “Between.” The first date box is the
beginning date and the second date box is the ending date, for example, 01/01/2014 and
12/31/2014. This will give you all of the clients in your program for the entire year of 2014.

e Filtering by “Programs” - Select the “Program” you want to run a Service Summary for by
clicking on the name in the box. A green check mark should appear to show that you have
successfully selected a program. You can run multiple programs on the same report. Simply
select more than one “Program” by clicking on the name in the box. Again, you will see the
green check mark to indicate you have selected it. To unselect one, simply click on it again and
you will see the green check mark disappear.

e Selecting “Grants” - Select the “Grant” you want to run the APR for by clicking on the name in
the box. A green check mark should appear to show that you have successfully selected a grant.
You can run multiple grants on the same report. However, your grant options will be dictated by
the “Program(s)” you selected in the “Filter by Program(s)” box. If more than one grant appears,
simply select more than one “Grant” by clicking on the name in the box. Again, you will see the
green check mark to indicate you have selected it. To unselect one, simply click on it again and
you will see the green check mark disappear.
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e Filtering by User(s), Housing Status, Results by Age, State(s), Counties, Zip Code(s) and
more - Select a variety of parameters to extract more specific service data from clients your
organization has served. Most of these selections will allow you to select more than one option
in the box. Again, simply click on the option in the box and a green check mark will appear. To
unselect an option, click on it again and you will see the green check mark disappear.

e Click on the “Report” button found in the bottom right-hand corner of the screen. This will
begin running your report. You should see your report pop up in a new window within
seconds. You can export your report to a pdf file for email transmission or record-keeping by
clicking on the pfd icon in the upper right-hand corner of the report window.

ANNUAL PERFORMANCE REPORT (APR) \

The APR is a comprehensive report of your program - who you served and how you served them. It is
recommended that you run an APR often throughout the year to track missing data so that your report is
complete when it is time for the annual submission. Here are quick steps to running the report and
cleaning up missing data.

To Run an APR:
e Click on “Reports” found in the list of options in the bottom left-hand corner of your User
Dashboard.

e Click on “HMIS Reports” found in the list of links on the left-hand side of the screen. A list of
reports should drop down after clicking on the “HMIS Reports” link.

e Select “APR for CoC Grant-Funded Programs” in the list of reports that appear in the drop
down.

e Setup your report parameters by: (Please note that all fields with an asterisk * are required
fields)

e Completing the date range - There are a couple of options for setting the date range. You can
select from the “Predefined Date Range,” though this may not provide you the exact dates you
need. You can fill in the dates found below this labeled “Between.” The first date box is the
beginning date and the second date box is the ending date, for example, 01/01/2014 and
12/31/2014. This will give you all of the clients in your program for the entire year of 2014.

¢ Choosing the “Grant Program” and “Grant Program Component” - Select the grant your
program is under in the drop down for “Grant Program.” This will prompt the next selection in
“Grant Program Component.” If you do not know this information, feel free to try several
selections to find the correct options for your program. You won'’t break it by choosing different
options. If you do not see the correct set up information here, contact the HMIS Help Desk by
emailing HMISHelpDesk@ihcdaonline.com. Also note that “Grant Program” and “Grant
Program Component” are not required fields, so you can run the report without making these
selections, which is best done when running reports for several projects.
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e Selecting “Grants” - You may see several options to choose from after selecting “Grant
Program” and “Grant Program Component.” Again, the aforementioned Grant Program and
Grant Program Component will determine the options you see in this box. Select the “Grant”
you want to run the APR for by clicking on the name in the box. A green check mark should
appear to show that you have successfully selected a grant. You can run multiple grants on the
same report. Simply select more than one “Grant” by clicking on the name in the box. Again,
you will see the green check mark to indicate you have selected it. To unselect one, simply click
on it again and you will see the green check mark disappear.

e Clicking on “Project Type”- Select a project type with the drop down list that appears. You
may only select one “Project Type” at a time. Please note that Project Type and Program must
be selected to populate the final measurement on Q.36 of the report. You can run your report
without selecting “Project Type” and “Program,” but the measurement on the last page will not
populate data.

e Clicking on “Program(s)” - Click on the name in the box and a green check mark will appear to
show that you have successfully selected it. Multiple programs can be selected here as well like
the “Grant” parameter.

e Click on the “Report” button found in the bottom right-hand corner of the screen. This will
begin running your report. You should see your report pop up in a new window within seconds.

To Drill Down and Find Missing Data

After you run your report and it opens in the new window, you can click through it and see what sections of
the report show “Missing” data. To find clients who are missing data, follow these steps:

e Click on the blue link for that section where you are missing data, for example “Q.7 Data
Quality.” *Please note that not all sections have a link to select. You may be able to find this
missing data in another section of the report or you can contact the HMIS Help Desk for
assistance.

¢ Another window will pop up with more detailed information for this section. You may be able
to find your missing data in this screen, but it may be more helpful to export it to an Excel
Spreadsheet to find the missing data in a more detailed, organized format.

e To export, click on the Excel icon with the gold spindle in the upper right-hand corner of the
pop up window. You will be asked to “Open” or “Save” the spreadsheet, select “Open” to review
the data. Be sure to clear your downloads in your Internet browser after exporting client data.

e You will see the word “MISSING” on the spreadsheet where clients are missing data. The
columns are labeled at the top of the spreadsheet and client names are on the far left-hand side
of the spreadsheet. You can then go to client records and complete the missing data.
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To Complete or Edit Missing Data

In unusual cases, there may be a missing enrollment ID for an entry or exit of a client. You can complete the
entry and/or exit assessments after an HMIS technician has set up the master assessment. If you need
assistance with setting up the master assessment, contact the HMIS Help Desk at
HMISHelpDesk@ihcdaonline.com. Follow these steps to complete missing data on the assessments:

¢ Go to the client’s record who is missing the assessments. © v bt st T T
. ) 37 et Emvotment | T oaneeon wsnaors
e Click on the blue play button found on the client dashboard lammmm 2 owmams v
J#= Re Enter the Enroliment
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e Select “Review Entry Assessments” or “Review Exit =
Assessments” (depending on which one you need to complete) in the Assessment Finished
drop down list. & HMIS Universal Bata
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e Complete the required entry or exit assessments by clicking on the I Transportation
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CONSOLIDATED ANNUAL PERFORMANCE AND EVALUATION REPORT (CAPER) ‘

The CAPER is a comprehensive report of your ESG program - who you served and how you served them.

e Blue check marks will appear after the assessment is completed.
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Here are quick steps to running the report and viewing the data:

To Run a CAPER
e Click on “Reports” found in the list of options in the bottom left-hand corner of your user
dashboard.

e Click on “HMIS Reports” found in the list of links in the upper left-hand corner of the screen. A list
of reports should drop down after clicking on the “HMIS Reports” link.

e Select “Emergency Solutions Grant (ESG) CAPER” in the list of reports that appear in the drop
downs.

e Setup your report parameters by: (Please note that all fields with an asterisk * are required fields)

¢ Completing the date range - There are a couple of options for setting the date range. You can
select from the “Predefined Date Range,” though this may not provide you the exact dates you
need. You can fill in the dates found below this labeled “Begin Date.” The first date box is the
beginning date and the second date box is the ending date, for example, 01/01/2014 and
12/31/2014 will give me all of the clients in the program for the entire year of 2014.
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e Choosing the “Reporting Period Criteria” - There are two options from which to choose.
It is defaulted at “Include Program Participants Based Only on the Date Range
Provided.” This is the option you need. This will include clients who were enrolled in your
program during the date range you specified.

e Selecting “ESG Grants” - Click on “Filter by ESG Grants” and a small black check mark
will appear as well as a list of options to choose from below. Select your grant by clicking on
it and a green check mark will appear to indicate it has been selected. You may choose
multiple grants by clicking on more than one. To unselect one, simply click on it again and
the green check mark will disappear.

e Clicking on “Programs” - Click on “Filter by Programs” to select your program and a
small black check mark will appear as well as a list of options to choose from below. To
select a program, click on the name in the box and a green check mark will appear to show
that you have successfully selected it. Multiple programs can be selected here as well.

e Click on the “Report” button found on the bottom right-hand side of the screen. This will
begin running your report. You should see your report pop up in a new window within
seconds.

e Click on the small |+| beside the text where present and it will provide client information
for that specific definition.

e You can export this report to a PDF file or Excel file by clicking on the appropriate icon in
the upper right-hand corner of the pop up window where you see the report.
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